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I nt r oduct i on 

Thi s manual  i s  i nt ended f or  use as an ai d f or   

t r ai ni ng a new f ood saf et y speci al i s t  and as a r ef er ence f or   

an est abl i shed f ood saf et y speci al i s t .  

I nst r uct i ons r el at i ve t o f or m pr epar at i on,  sampl i ng  

pr ocedur es,  use of  var i ous pi eces of  equi pment ,  et c.  ar e  

i ncl uded.  

Pr ogr am pol i cy and pr ocedur e gui del i nes f or  di sast er s,  

wor ki ng hour s,  schedul i ng,  et c.  ar e al so i ncl uded.  

Fi nal l y ,  a r ef er ence sect i on on t he l i f e hi st or y and 

habi t s of  common f ood- r el at ed pest s i s  pr ovi ded.  

Thi s manual  i s  pr epar ed wi t h t he i dea t hat  i t  can be 

used i n addi t i on t o t he knowl edge,  t r ai ni ng,  and exper i ence 

of  t he f ood saf et y speci al i s t .  Our  j ob encompasses a l ar ge 

amount  of  knowl edge whi ch i s not  necessar i l y  used i n i t s  

ent i r et y ever y day.  I t  i s  r eal i zed t hat  over  a per i od of  

t i me a f ood saf et y speci al i s t  wi l l  need t o r ef r esh hi s/ her  

memor y on pol i cy pr ocedur es.  Wi t h t hi s manual  handy f or  

r ef er ence,  t he f ood saf et y speci al i s t  can r ef r esh hi s/ her  

memor y and compl et e t he t ask.  

The val ue of  a f ood saf et y speci al i s t  i s  measur ed bot h 

by hi s/ her  pr oduct i v i t y  and t he qual i t y  of  hi s/ her  wor k.  

Thi s manual  shoul d be an ai d i n achi evi ng bot h of  t hose 

goal s.  
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Dut i es of  t he Food Saf et y Speci al i s t  

The dut i es of  a f ood saf et y speci al i s t  ar e var i ed and many 

f ol d.  Fi r st ,  she/ he shoul d i nspect  al l  est abl i shment s wher e 

human f oods ar e manuf act ur ed,  packed,  st or ed,  or  di st r i but ed 

t o det er mi ne i f  t hese est abl i shment s ar e compl yi ng wi t h t he 

appl i cabl e l aws and r egul at i ons.  The f ood saf et y speci al i s t  

shoul d exami ne c l osel y t he r aw st ock and/ or  i ngr edi ent s i n 

f ood pr ocessi ng pl ant s t o det er mi ne i f  t hey ar e cont ami nat ed 

wi t h i nsect  f i l t h,  r odent  f i l t h,  poi sonous subst ances,  dust ,  

or  any ot her  f or ei gn cont ami nat i on.  She/ he shoul d det er mi ne 

whet her  t he f l oor s,  wal l s ,  cei l i ngs,  and equi pment  i n t he 

pl ant  ar e bei ng mai nt ai ned i n a sani t ar y condi t i on;  whet her  

al l  t he equi pment  i n t he pl ant  i s  bei ng t hor oughl y c l eaned 

dai l y ;  and whet her  t he equi pment  i s  f r ee of  i nsect s or  ot her  

f or ei gn subst ances whi ch may cont ami nat e f ood pr oduct s.  The 

f ood saf et y speci al i s t  shoul d exami ne t he t ypes of  

i nsect i c i de and r odent i c i de bei ng used and det er mi ne how 

t hey ar e bei ng appl i ed.  

I n al l  f ood est abl i shment s t he f ood saf et y speci al i s t  shoul d 

obser ve c l osel y t he habi t s of  al l  empl oyees.  She/ he shoul d 

check t o see i f  t hey ar e wear i ng c l ean c l ot hi ng;  i f  t hei r  

hands ar e c l ean;  i f  t hey ar e f r ee of  v i s i bl e di sease and 

ski n sor es and i f  t hey ar e handl i ng f ood pr oduct s and 

pr ocessi ng equi pment  i n a pr oper  manner .  

I n i nst ances wher e v i ol at i ons ar e encount er ed i t  i s  t he 

r esponsi bi l i t y  of  t he f ood saf et y speci al i s t  t o t hor oughl y 

document  t hese f i ndi ngs,  payi ng par t i cul ar  at t ent i on t o 
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cause and af f ect  r el at i onshi ps.  Pr oduct  sampl es,  i ngr edi ent  

sampl es,  exhi bi t  sampl es,  phot ogr aphs,  et c.  ar e al l  a par t  

of  t he document at i on pr ocess and t he f ood saf et y speci al i s t  

must  be abl e t o empl oy t hem  pr oper l y.  Di sast er  wor k i s  an 

i mpor t ant  par t  of  a f ood saf et y speci al i s t ’ s  dut i es.  

Al t hough i nf r equent ,  t he pot ent i al  f or  danger  t o t he publ i c  

posed by cont ami nat ed f ood r esul t i ng f r om f l oods,  f i r es,  

t r uck wr ecks,  et c.  war r ant s i mmedi at e act i on by a f ood 

saf et y speci al i s t .  Ther ef or e,  al l  f ood saf et y speci al i s t s 

ar e on cal l  at  al l  hour s t o r espond t o such i nci dent s.  Each 

f ood saf et y speci al i s t  i s  expect ed t o possess t he ski l l s  and 

conf i dence necessar y t o f unct i on ef f ect i vel y under  what  i s  

somet i mes ver y t r y i ng condi t i ons.  

Consumer  compl ai nt  i nvest i gat i on account s f or  a  s i gni f i cant  

amount  of  f ood saf et y speci al i s t  t i me.  Because of  t he publ i c  

cont act  aspect  of  compl ai nt s and because compl ai nt s 

somet i mes r eveal  pr obl ems we ot her wi se woul d not  have 

di scover ed,  a f ood saf et y speci al i s t  must  possess good 

i nvest i gat i ve ski l l s  and t act .  

Fi el d per sonnel  i s  t he f i r st  l i ne of  publ i c  cont act  f or  t he 

Depar t ment .  Ther ef or e,  you shoul d al ways per f or m your  dut i es 

and conduct  your sel f  i n a manner  whi ch r ef l ect s f avor abl y 

upon t he Depar t ment .  Appear ance i s an i mpor t ant  par t  of  a 

publ i c  i mage.  A f ood saf et y speci al i s t  wi l l  be neat ,  c l ean 

and wel l  gr oomed.  Cl ean s l acks,  shi r t s and t i es ar e 

appr opr i at e f or  men and c l ean s l acks and a dr ess t op f or  

women.  You ar e par t  of  a pr of essi onal  or gani zat i on and 
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shoul d pr oj ect  a pr of essi onal  i mage.  

Ef f ect i ve wr i t t en and or al  communi cat i ons ar e essent i al  i n 

your  day t o day r esponsi bi l i t i es.  The abi l i t y  t o st at e i deas 

and obser vat i ons c l ear l y and conci sel y,  t he abi l i t y  t o 

def i ne and devel op cause and ef f ect  r el at i onshi ps,  t he 

abi l i t y  t o i nt er pr et  and expl ai n l aws and r egul at i ons,  and 

t he abi l i t i es t o bui l d i nspect i onal  f i ndi ngs i nt o a compl et e 

case ar e al l  communi cat i ve ski l l s  whi ch a f ood saf et y 

speci al i s t  must  possess.  

The sum t ot al  of  al l  of  t hese r esponsi bi l i t i es i s ,  of  

cour se,  a f ood saf et y speci al i s t  who i s a cr edi t  t o 

hi msel f / her sel f  and t he Depar t ment  and who can t ake deser ved 

pr i de f or  a j ob wel l  accompl i shed.  
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I nspect i on Repor t  *  

The f ood saf et y speci al i s t  shoul d do t he f ol l owi ng 

t hi ngs bef or e pr epar i ng t he I nspect i on Repor t :  

1.  Obt ai n accur at e name and t i t l e of  t he per son t o whom 

t he I nspect i on Repor t  i s  addr essed,  t he cor r ect  name 

and addr ess of  t he f i r m,  and t he phone number .  

1.  Revi ew not es of  t he obj ect i onabl e condi t i ons r ecor ded 

dur i ng t he i nspect i on.  

2.  I f  t he f i r m has been pr evi ousl y i nspect ed,  r ef er  t o 

pr i or  i nspect i ons and compar e obj ect i onabl e 

condi t i ons.  

3.  Deci de whi ch obj ect i onabl e condi t i ons ar e t he most  

ser i ous and l i s t  t hem i n descendi ng or der  accor di ng t o 

ser i ousness.  

I t  i s  ver y i mpor t ant  t hat  i nspect i on r epor t s be f act ual ,  

neat ,  accur at e,  descr i pt i ve and pr eci se.  Good wor di ng and 

sent ence st r uct ur e shoul d be used.  A good qual i t y r epor t  assi st s 

t he of f i ce i n eval uat i ng t he i nspect i on r esul t s and al so makes a 

f avor abl e i mpr essi on on management .  When wr i t i ng obj ect i onabl e 

condi t i ons st at e t he exact  nat ur e and l ocat i on of  t he condi t i on.  

I n some i nst ances,  i t  i s  a good i dea t o i ndi cat e t he di st ance 

bet ween a condi t i on and suscept i bl e f ood pr oduct s,  par t i cul ar l y 

when deal i ng wi t h r odent s and i nsect s.  For  exampl e:  

 

One dead r at  and 40 r at  dr oppi ngs wer e obser ved on t he 

f l oor  i n t he sout hwest  cor ner  of  t he st ockr oom,  t hr ee 

     f eet  f r om a pal l et  of  bagged cor nmeal .  

Thi s obser vat i on i ndi cat es a mor e di r ect  cor r el at i on 

bet ween t he condi t i on and possi bl e cont ami nat i on of  f ood 

pr oduct s,  and coul d be of  gr eat  assi st ance i n obt ai ni ng a 

convi ct i on when i nvol ved i n cour t  act i on.  When document i ng an 
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i nspect i on be sur e,  onl y obj ect i onabl e condi t i ons ar e l i s t ed on 

t he i nspect i on r epor t .  Revi ew t he i nspect i on r epor t  f or  er r or s 

bef or e pr esent i ng i t  t o management .  

The or i gi nal  i nspect i on r epor t  shoul d be pr esent ed t o t he owner ,  

manager  or  empl oyee i n char ge i n t hi s or der .  The owner ,  manager  

or  empl oyee shoul d s i gn as havi ng r ecei ved t he i nspect i on r epor t .  

I f  f ood pr oduct s ar e t o be dest r oyed,  t hi s per son must  al so 

i ni t i al  st at i ng t hat  t he adul t er at ed f ood pr oduct s l i s t ed wi l l  be 

dest r oyed.  ( The vol unt ar y dest r uct i on sect i on shoul d al ways be 

si gned bef or e pr oduct  i s dest r oyed)  One copy wi t h t he dat a ent r y 

sect i on shoul d be sent  t o t he r egi onal  of f i ce.  The f ood saf et y 

speci al i st  shoul d keep one copy of  t he i nspect i on i n t he t hei r  

t er r i t or y f i l e.  On r equest ,  ext r a copi es of  t he i nspect i on r epor t  

may be needed,  such as t hose copi es f or  chai n st or es.  

The I nspect i on Repor t  i s  used t o wr i t e memos*  f or  v i s i t s t o 

f i r ms.  Thi s i ncl udes vi s i t s f or  sampl e col l ect i ng,  at t empt ed 

i nspect i ons or  out  of  busi ness,  no obj ect i onabl e condi t i ons 

i nspect i ons and any ot her  v i s i t s t o a f i r m.  

 

 Pr epar at i on of  I nspect i on Repor t  

 

Pr epar e t he I nspect i on r epor t  i n t he f ol l owi ng manner :  

 

Tel  No. :  The cor r ect  phone number  i ncl udi ng ar ea code 

 

CFN:   The Cent r al  Fi l e Number  t hat  has been assi gned t o t he 

f i r m.   I f  t he f i r m i s a new f i r m t he l ocat i on code and 

t he CFN pr ef i x shoul d be l i s t .  

 

TO:    The f ul l  name and t i t l e of  t he most  r esponsi bl e per son 
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of  t he est abl i shment .  

 

Dat e:  The dat e t hat  t he I nspect i on Repor t  i s  i ssued.  

 

Fi r m Name and Addr ess :  The f ul l  name of  t he busi ness,  

cor por at i on and/ or  t r adi ng name.   The 

f ul l  l ocat i on addr ess and i f  mai l i ng 

addr ess i s di f f er ent  t he mai l i ng 

addr ess.  

 

Dur i ng an i nspect i on of :  The t ype of  busi ness or  i nspect i on done 

( gr ocer y,  del i  depar t ment ,  et c. ) .  

 

On:   The dat e t he i nspect i on was done.  

 

CL:   The cl assi f i cat i on ( NAI ,  VAI ,  or  OAI )  THI S SECTI ON I S 

NOT FI LLED I N ON THE FI RM’ S COPY.  

 

REG.  FU:  The r egul at or y f ol l ow- up ( l et t er  of  war ni ng,  f i el d 

hear i ng,  admi ni st r at i ve hear i ng)  THI S SECTI ON I S NOT 

FI LLED I N ON THE FI RM’ S COPY.   

 

NEXT I N:  The next  i nspect i on dat e.  THI S SECTI ON I S NOT FI LLED 

I N ON THE FI RM’ S COPY.  

 

By :   The i nspect or ’ s or  super vi sor ’ s i ni t i al s.  THI S SECTI ON 

I S NOT FI LLED I N ON THE FI RM’ S COPY.  

I nspect i on Repor t  l ef t  wi t h:  Type t he name and t i t l e of  
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t he per son s i gni ng t he 

r epor t .   Thi s per son shoul d 

s i gn above t hei r  name.  

 

By :  Food Saf et y Speci al i s t  name shoul d be t yped i n t hi s 

space wi t h t hei r  FDA # i n t he I nspect or  # space.  

 

    Adul t er at ed f ood i t ems l i s t ed i n    wer e dest r oyed wi t h 

my consent :  The per son t hat  s i gned i n t he sect i on above 

shoul d i ni t i al  t he f i r st  bl ank sect i on when pr oduct s ar e 

dest r oyed.   The # of  t he obser vat i on i ndi cat i ng t he 

adul t er at ed f ood shoul d be l i s t ed i n t he second bl ank 

sect i on.  

 

    Wi t nessed t he col l ect i ng,  mar ki ng,  or  seal i ng of        :  

The per son t hat  s i gned i n t he above sect i on shoul d i ni t i al  

t he f i r st  bl ank sect i on when sampl es ar e col l ect ed.   The 

sampl e number s shoul d be l i s t ed i n t he second bl ank sect i on.  

 

Por t i on of  Sampl e was l ef t  wi t h f i r m:  Mar k t hi s box i f  when 

col l ect i ng a sampl e a por t i on was l ef t  wi t h t he f i r m.  

 

Vendor  di d not  desi r e por t i on of  sampl e:  Mar k t hi s box i f  

when col l ect i ng a sampl e t he f i r m di d not  want  a por t i on.  

 

Pi ct ur e:  Mar k t hi s box i f  pi ct ur es wer e t aken dur i ng t he 

i nspect i on.  
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Pr i ce Pai d:  I ndi cat e t he amount  pai d f or  a sampl e.   You wi l l  

need t o get  a r ecei pt  t o get  r ei mbur sed on your  expense 

voucher .  

 

Recei ved by :  Thi s onl y needs t o be f i l l ed out  i f  t her e i s  a 

second page.   The per son r ecei v i ng t he r epor t  wi l l  i ni t i al  

i n t hi s sect i on.  

 

Dat a Ent r y Sect i on:  The sect i on at  t he ver y end of  

t he I nspect i on Repor t  i s  t he dat a ent r y sect i on.  Thi s shoul d 

be compl et el y f i l l ed out  wi t h each r epor t .  When 

obj ect i onabl e condi t i ons ar e l i s t ed t he boxes f or  t he 

cor r espondi ng abbr evi at ed*  condi t i ons shoul d be mar ked ( X) .   

 

Name Change:  I f  t her e i s  a name i ndi cat e i t  her e but  al so 

i ndi cat e i t  somehow on t he f r ont  page so t hat  t he c l er i cal  

st af f  wi l l  be abl e t o f i nd t he f i l e.  

 

Addr ess Change:  I f  t her e i s  an addr ess change i ndi cat e i t  

her e and a hel pf ul  hi nt  woul d be t o somehow i ndi cat e i t  near  

t he CFN.  

 

New f i r m:  I ndi cat e her e i f  t he f i r m i s new.  

 

Food Ser vi ce:  I f  t he f i r m has a f ood ser vi ce oper at i on 

i ndi cat e i t  her e.  
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HD I nspect s ( Heal t h Depar t ment ) :  I f  t he f i r m i s al so 

i nspect ed by t he Heal t h Depar t ment  i ndi cat e i t  her e.  

 

I NSPECTI ON TYPE:  I ndi cat e t he t ype of  i nspect i on t hat  was 

done,  St at e,  Cont r act ,  or  Agr eement .  

 

BASI S OF I NSPECTI ON:  The r eason f or  t he i nspect i on,  r out i ne,  

compl i ance or  compl ai nt  shoul d be i ndi cat ed her e.    

 

Pr oduct s :  Any pr oduct s l i s t ed i n t he i nspect i on r epor t  t hat  

wer e cor r ect ed or  dest r oyed shoul d be l i s t ed.  

 

FDA #:  The FDA f or  t he pr oduct s t hat  wer e cor r ect ed or  

dest r oyed.  

 

Act i on Taken:  What  act i on was t aken wi t h t hese pr oduct s.  

LBS:  The number  pounds of  t he pr oduct  i n whol e number s.  

 

P#:  I n t he case of  eggs t he Pl ant  number  i s  needed.  

 

Lot  code:  The l ot  code of  t he eggs ( no ot her  codes ar e 

needed her e) .  

 

Pr obl em wi t h Pr oduct :  What  was t he pr obl em was f ound wi t h 

t he eggs.   
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*  See FOM pr ocedur es 029 
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TEL NO. 

 
 

 

 COMMONWEALTH OF VIRGINIA 

 Department of Agriculture and Consumer Services 

 OFFICE OF FOOD SAFETY 

 P.O. Box 1163 

 RICHMOND, VIRGINIA  23218 

 INSPECTION REPORT 

 
CL 

 
 

 
 

 
 

 
 Department of Agriculture and Consumer Services 

 
REG FU 

 
 

 
CFN: 

 
 

 
 Food Safety Program 

 
NEXT IN 

 
 

 
 P. O. Box 1163 

 
BY: 

 
 

 
Richmond, Virginia 23218 

 
 

 
 

 
 

 
 

 
 INSPECTION REPORT 

 
 

 
 

 
  

TO: 
 
 

 
 

 
 

 
 

 
(Owner or Operator 

 
(Title) 

 
(Date) 

 
 

 
 

 
(Firm Name) 

 
(Address) 

 

During an inspection of 

your 

 
 

 
on 

 
 

 
the following objectionable conditions were 

observed: 
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Inspection Report left with 

 
 

 
 

 
by 

 

 
 
Inspector # 

 
 

 
 

 
Name 

 
Title 

 
 

 
 

 
 

 
 

 
 

 
Adulterated food items listed in 

observations 

 
 

 
were destroyed with my consent. 

 
 

 
Witnessed the collecting, marking, or sealing of 

samples 

 
 

 
 

 
Portion of Sample was left with vendor 

 
 

 
 

 
Pictures 

 
Price Paid: $ 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Vendor did not desire portion of sample 

 
 

 
 

 
Received by              

 
  

Rdnts 
 

 
 

Insts 
 

 
 

Dirty Eq 
 

 
 

Dirty Pr 
 

 
 

Misbrnd 
 

 
 

Pest Mis 
 

 
 
Fat Decl 

 
 

 
Inf Form 

 
 

 
App Lw 

 
 

 
Egg Lw 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
  

Sanit 
 

 
 
Tmp Hot 

 
 

 
Tmp Cold 

 
 

 
Emp Prac 

 
 

 
Unp Food 

 
 

 
Sel Serv Sup 

 
 

 
Bldg 

 
 

 
Equip 

 
 

 
Plump 

 
 

 
Adult Fd 

 
 

 
 

 
Name Change 

 
 

 
Add Change 

 
 

 
Nw  Frm 

 
 

 
Food Svc 

 
 

 
HD Inspns 

 
 

 
Frz Des 

 
 

 
 
 

 

 
 

 
Inspection Type 

 
 

 
Basis of Inspection 

  
State 

 
 

 
Contract 

 
 

 
Agreement 

 
 

 
 

 
Routine 

 
 

 
Compliance 

 
 

 
Complaint 

 
 

 
 

 
Product 

 
FDA # 

 
Action Taken 

 
Lbs 

 
P-# 

 
Lot Code 

 
Problem w/Product 
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Sampl i ng Pr ocedur es  

 

I f  t he i nspect i on of  a f ood est abl i shment  i ndi cat es 

t hat  f ood may be adul t er at ed wi t h f i l t h,  excessi ve bact er i a,  

har mf ul  r esi dues,  poi sons,  pr ohi bi t ed pr eser vat i ves,  or  

mi sbr anded,  t he f ood saf et y speci al i s t  shoul d col l ect  a 

sampl e.  Sampl es shoul d be col l ect ed each t i me an i nspect i on 

i s made i n a manuf act ur i ng pl ant .  Legal l y ,  al l  sampl es must  

be col l ect ed i n t hr ee par t s i f  t he vendor  desi r es a por t i on 

of  t he sampl e;  however ,  most  r out i ne sampl es ar e col l ect ed 

i n one par t  onl y;  t he par t  t o be anal yzed.  For  f ol l ow- ups t o 

v i ol at i ve sampl es or  sampl es i nvol v i ng sei zur e of  t he 

pr oduct ,  a Commi ssi oner ' s r eser ve por t i on must  al so be 

col l ect ed;  t her ef or e,  t hese sampl es wi l l  be col l ect ed i n 

t hr ee par t s i f  t he vendor  desi r es a por t i on and t wo par t s i f  

t he vendor  does not  desi r e a por t i on. *  Pr i or  t o col l ect i ng 

t he sampl e,  t he f ood saf et y speci al i s t  shoul d det er mi ne i f  

t he vendor  desi r es a por t i on and t hen col l ect  ei t her  t wo or  

t hr ee par t s as i ndi cat ed.  I f  i t  i s  i mpossi bl e t o di v i de t he 

sampl e i nt o par t s,  t he amount  avai l abl e shoul d be col l ect ed 

and submi t t ed f or  anal ysi s.   

Ser vi ce sampl es,  whi ch woul d i ncl ude al l  f ood i t ems 

t hat  ar e no l onger  i n nor mal  channel s of  commer ce,  shoul d be 

col l ect ed onl y i f  di r ect ed by your  super vi sor  or  i f  i t  i s  

essent i al  t o your  i nvest i gat i on of  t he compl ai nt .   

Subsampl es can be t aken of  pr oduct s when t aki ng a 
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r epr esent at i ve sampl e f r om a l ar ge l ot  of  t he same code and 

sampl i ng sever al  cont ai ner s or  sampl i ng f r om a pr oduct i on 

l i ne; * *  however ,  subsampl es of  di f f er ent  pr oduct s shoul d not  

be t aken.  Por t i ons of  sampl es shoul d be t aken r andoml y f r om 

di f f er ent  par t s of  t he l ot ,  and i f  sampl es ar e t aken f r om a 

pr oduct i on l i ne al l ow 5 t o 10 mi nut e i nt er val s bet ween 

por t i ons.  

I n al l  cases,  t he f ood saf et y speci al i s t  shoul d st r i ve 

t o col l ect  sampl es i n amount s t hat  ar e r epr esent at i ve of  t he 

l ot  on hand.  The amount s st at ed i n t hi s manual  ar e 

gui del i nes and ar e not  i nt ended t o r epl ace t he f ood saf et y 

speci al i s t ' s  j udgement .  Al l  amount s ar e st at ed as one par t  

of  t he sampl e ( t he par t  f or  anal ysi s) .  

 

 

 

 

 

 

 

 

 

 

 

*  See FOM Pr ocedur e 014  

* *  See FOM Pr ocedur e 016 

I .  FI LTH,  ADULTERATI ON AND STANDARDS SAMPLES 
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A.  Canned Goods: *   I n canner i es and war ehouses,  

col l ect  12 cans of  al l  smal l  s i zes,  but  col l ect  

onl y s i x number  10 cans.  On i nvest i gat i onal  sampl es 

i n r et ai l  s t or es,  and f ol l ow- up sampl es t o consumer  

compl ai nt ,  col l ect  a mi ni mum of  4 cans.  Al l  cans 

shoul d have t he same code and car e shoul d be t aken 

t o dupl i cat e t he code exact l y on al l  r epor t s.  

B.  Gr ai n Pr oduct s( f l our ,  cor n meal ,  wheat ,  et c. ) :   I n 

mi l l s ,  gr ai n st or age el evat or s,  et c. ,  col l ect  a mi ni mum 

of  6 uni t s,  but  no mor e t han 12 uni t s.  On 

i nvest i gat i onal  sampl es of  cer eal  pr oduct s i n r et ai l  

st or es,  col l ect  a mi ni mum of  4 uni t s f or  anal ysi s.  

C.  Baker y Pr oduct s:  Col l ect  at  l east  4 uni t s of  each 

pr oduct  sampl ed,  but  no l ess t han 1 pound of  each 

pr oduct .  

D.  Meat  Pr oduct s ( f r esh meat s,  sausage,  f i sh,  poul t r y) :  

Col l ect  a mi ni mum of  2 one pound packages or  2 uni t s. * *  

E.  Sof t  Dr i nks:   For  pr oper  sampl e s i zes of  sof t  dr i nks,  

r ef er  t o Fi el d Oper at i ons Manual  Pr ocedur e 003.  

F.  Fr ozen Foods:   Col l ect  a mi ni mum of  4 packages and a 

maxi mum of  12 packages.  

 

G.  Dai r y and Si mi l ar  Pr oduct s:  Col l ect  at  l east  3 packages 

or  3 pounds f or  anal ysi s.  

H.  Shel l ed Nut s or  Candy:   Take a mi ni mum of  3 pounds of  

each pr oduct  sampl ed.  

I .  Fr ui t s and Veget abl es:   Take at  l east  2 pounds of  each 

pr oduct  sampl ed.  

J.  Dr i ed Fr ui t s,  Br eakf ast  Cer eal s,  Nonf at  Dr y Mi l k,  ETC. :  

 Col l ect  a mi ni mum of  3 packages.  
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*  When sampl i ng canned t omat oes,  t he f ol l ow- up sampl e shoul d 

be doubl e t he s i ze of  t he i ni t i al  sampl e.  

*  *  See FOM Pr ocedur e 007 
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I I .  RESI DUE SAMPLES 

A Resi due Sampl i ng Pr ogr am sheet  wi l l  be i ssued t o each f ood 

saf et y speci al i st  on a quar t er l y basi s ( 4 t i mes per  f i scal  year ) .  

The sheet  wi l l  i ndi cat e t he pr oduct s t o be col l ect ed dur i ng t he 

speci f i ed quar t er ,  t he sampl e s i ze,  t he anal ysi s t o be per f or med,  

t he number  of  sampl es of  each pr oduct  t o be col l ect ed and wher e 

t he sampl es shoul d be sent .  As t he sampl es ar e col l ect ed,  

( per i odi cal l y dur i ng t he quar t er )  t hey shoul d be checked of f  on 

t he Resi due Sampl i ng Pr ogr am sheet .  When t he r esi due sampl i ng has 

been compl et ed f or  t he speci f i ed quar t er ,  t he f ood saf et y 

speci al i st  shoul d s i gn t he sheet  and submi t  i t  t o t he of f i ce.  

I ni t i al  sampl es f or  har mf ul  r esi due anal ysi s ar e nor mal l y 

t aken i n one par t  whi l e f ol l ow- up sampl es shoul d be t aken i n 

t hr ee par t s,  i f  t he vendor  desi r es a por t i on.  For  f ol l ow- up 

sampl es,  doubl e t he amount s l i s t ed on t he quar t er l y Resi due 

Sampl i ng Pr ogr am sheet .  
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I I I .  BACTERI OLOGI CAL SAMPLI NG 

These sampl es shoul d be col l ect ed i n t hr ee par t s i f  t he 

manuf act ur er  or  vendor  desi r es a por t i on.  

A.  Canned Foods:  4 cans except  number  10 cans col l ect  2 

number  10 cans f r om each l ot .  

B.  Li qui d Foods:   One 16 ounce cont ai ner  f r om each l ot .  

Al l  l i qui ds shoul d be agi t at ed bef or e sampl i ng.  

C.  Meat  Pr oduct s Sal ads,  Sl aw and Veget abl es:  1 pound  

D.  Wat er :  Wel l  or  Spr i ng wat er  t est ed f or  pr esence of  

col i f or m shoul d be col l ect ed i n cont ai ner s 

f ur ni sh by t he Di v i s i on of  Consol i dat ed Labs.  

 Ther e i s a suppl y of  t hese i n t he Ri chmond 

of f i ce.    These sampl es must  be r ecei ved by 

t he l ab wi t hi n 48 hour s of  col l ect i ng.   The 

t i me must  be i ndi cat ed on t he Sampl e 

Col l ect i on r epor t .  

Fi ni shed pr oduct  wat er  shoul d be col l ect ed i n 

or i gi nal  cont ai ner  at  l east  8 oz.    Fi ni shed 

pr oduct  wat er  i s anal yzed i n t he mi cr o l ab 

and wel l  or  spr i ng wat er  i s anal yzed i n t he 

mi l k and wat er  l ab.  

 

E.  Fr ozen Eggs:   These have t o be sampl ed wi t h an el ect r i c 

dr i l l .  At  l east  8 ounces of  shavi ngs shoul d be t aken 

f r om each 30 pound can sampl ed.  

 

 

The f ol l owi ng st eps shoul d be t aken when col l ect i ng 

bact er i ol ogi cal  sampl es:  

1.  I f  possi bl e,  col l ect  sampl es i n or i gi nal  packages.  



 
 23 

2.  I f  i t  i s  necessar y t o sampl e f r om or i gi nal  packages,  t hen 

be r eady t o sampl e i mmedi at el y when t he package i s opened.  

3.  Do not  cont ami nat e t ops of  st er i l e cont ai ner s. ( Whi r l  pack 

bags and speci men cups ar e what  we ar e cur r ent l y usi ng f or  

st er i l e cont ai ner s.   Speci al  cont ai ner s ar e pr ovi ded f or  

wat er  sampl es)  

4.  Equi pment  used i n col l ect i ng sampl es must  be st er i l e.  

St er i l e scoops and spoons ar e avai l abl e f or  col l ect i ng 

sampl es.  

5.  Never  use def ect i ve st er i l e cont ai ner s or  ut ensi l s when 

sampl i ng.  

6.  Ref r i ger at ed sampl es must  be hel d bel ow 40º F and f r ozen 

sampl es must  be f r ozen unt i l  del i ver ed t o t he 

bact er i ol ogi cal  l abor at or y.  When shi ppi ng r ef r i ger at ed or  

f r ozen sampl es,  use mai l i ng cool er s pr ovi ded by t he of f i ce 

onl y,  as t hese cool er s ar e desi gned t o mai nt ai n pr oper  

t emper at ur es.  Cheaper  or  t hi nner  cool er s wi l l  not  mai nt ai n 

pr oper  hol di ng t emper at ur es,  t hus cont r i but i ng t o 

decomposi t i on of  sampl es.  

7.  Food pr oduct s whi ch ar e not  per i shabl e and nor mal l y hel d 

at  r oom t emper at ur e r equi r e no r ef r i ger at i on.  

8.  I t  i s  i mpor t ant  t hat  adequat e r ef r i ger ant s be pl aced i n 

t he shi ppi ng cont ai ner  f or  del i ver y of  t he sampl e t o t he 

l abor at or y.  When possi bl e,  dr y i ce or  I CE- PAK' s shoul d be 

used f or  shi ppi ng f r ozen and r ef r i ger at ed sampl es.  " Wet "  i ce 

shoul d be used onl y as a l ast  r esor t .  

9.  Per i od of  t i me bet ween t aki ng r ef r i ger at ed sampl es and 

del i ver y t o t he l abor at or y shoul d be hel d t o a mi ni mum.  ( 24 

hour s i s t he maxi mum t i me i nt er val .  Avoi d shi ppi ng sampl es 

r equi r i ng r ef r i ger at i on t hat  wi l l  ar r i ve i n Ri chmond on t he 

weekend.  I f  t hey do ar r i ve on t he weekend t he sampl es must  

depend on t hei r  own r ef r i ger ant  t o hol d t emper at ur e unt i l  
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Monday.  Usual l y t he r ef r i ger ant  doesn' t  l ast  and t he sampl e 

i s l ost . )  

10.  I t  i s  i mpor t ant  t hat  al l  sampl es be secur el y packed.  

11.  When col l ect i ng sol i d sampl es col l ect  t he sampl e f r om 

edge,  cent er ,  and si de of  t he or i gi nal  cont ai ner s.  Be sur e a 

composi t e r epr esent at i ve amount  of  t he pr oduct  i s col l ect ed.  

12.  When col l ect i ng a pr oduct  f or  bact er i ol ogi cal  and f i l t h 

anal ysi s,  one por t i on wi l l  have t o be col l ect ed f or  

bact er i ol ogi cal  anal ysi s,  and a separ at e por t i on f or  f i l t h.  
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I V.  SAMPLES FOR MI SBRANDI NG 

Onl y one cont ai ner  i s r equi r ed f or  l abel i ng sampl es:  except  

t hat  f ol l ow- up sampl es shoul d be t aken i n 2 par t s,  i f  t he vendor  

desi r es a por t i on.  Label i ng sampl es ar e mai l ed t o your  r egi onal  

manager .  

V.  SURVEY SAMPLES 

These ar e t aken i n one par t  onl y,  unl ess l ar ger  amount s or  

uni t s ar e speci f i ed i n t he sur vey i nst r uct i ons.  

VI .  AFLATOXI N AND OTHER MYCOTOXI NS 

These ar e usual l y t aken as sur vey sampl es,  but  i f  mol dy 

peanut s,  gr ai n or  ot her  f i el d cr ops ar e encount er ed i n commer ce,  

t he sampl e shoul d be t aken i n t hr ee par t s ( i f  t he vendor  desi r es 

a por t i on)  and shoul d consi st  of  at  l east  4 pounds f or  anal ysi s .  

VI I .  PESTI CI DES 

I f  dur i ng i nspect i ons,  uni dent i f i ed powder s or  l i qui ds ar e 

f ound bei ng used i n a car el ess manner  near  f ood pr oduct s,  a 

sampl e shoul d be t aken t o i dent i f y t he subst ance.  Two t easpoons 

or  equi val ent  i s suf f i c i ent  and onl y one par t  need be col l ect ed.  

Sampl es of  exposed f ood pr oduct s may al so be col l ect ed t o check 

f or  possi bl e cont ami nat i on.  I f  a f i r m seems t o be car el essl y 

spr ayi ng pest i c i des and you sampl e pr oduct  t o check f or  possi bl e 

cont ami nat i on,  i t  woul d be ver y hel pf ul  i f  t he br and name and/ or  

t he EPA number  coul d be obt ai ned f r om t he l abel .  Thi s wi l l  hel p 

t he l ab i n r unni ng t he anal ysi s and hel p us i n det er mi ni ng i f  t he 

Pest i c i de i s appr oved f or  what  t hey ar e usi ng i t  f or .  

 I dent i f i cat i on and Pr epar at i on of  Sampl es 

I dent i f y t he sampl e by wr i t i ng wi t h a wat er pr oof  mar ker  t he 

col l ect i on r epor t  number ,  dat e col l ect ed,  and t he f ood saf et y 

speci al i st ' s  i ni t i al s.  When subsampl es ar e t aken,  al l  t hr ee 

por t i ons of  each subsampl e wi l l  be i dent i f i ed wi t h t he same 

l et t er  of  t he al phabet  t o keep t he subsampl es separ at ed. *  Avoi d 

wr i t i ng over  or  obscur i ng any of  t he per t i nent  wor di ng on a 

l abel ed pr oduct .  Appl y t he of f i c i al  seal  i dent i f i ed wi t h t he same 
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col l ect i on r epor t  number ,  dat e,  and f ood saf et y speci al i st ' s  

i ni t i al ' s  over  t he package openi ng.  I f  a package has mor e t han 

one possi bl e openi ng,  al l  openi ngs must  be seal ed.  The l aw 

r equi r es t hat  t he seal i ng of  sampl es must  be done i n t he pr esence 

of  a wi t ness,  pr ef er abl y t he owner ,  manager ,  or  empl oyee- i n-

char ge of  t he oper at i on.  Be sur e t he wi t ness s i gns t he I nspect i on 

Repor t  and i ni t i al s t he “ Wi t nessed t he col l ect i on,  mar ki ng,  or  

seal i ng of  sampl es”  sect i on.  Ever y sampl e col l ect ed,  except  

her met i cal l y seal ed cans,  r equi r es t he use of  a seal .  

 

 

 

 

 

 

 

*  See FOM Pr ocedur e 016 

 I nspect or ’ s St at ement  

The I nspect or ’ s St at ement  i s now i n t he bot t om sect i on of  

t he I nspect i on Repor t .   The owner ,  manager ,  or  empl oyee- i n- char ge 

must  i ni t i al  t hat  sampl e( s) #________ was/ wer e col l ect ed and 

of f i c i al l y  seal ed and i dent i f i ed.   I f  t her e i s a char ge f or  t he 

sampl e,  t he i nspect or  must  r ecei ve a r ecei pt  f r om t he f i r m whi ch 

can be cl ai med on your  expense voucher .   An I nspect i on Repor t  

must  be f i l l ed out  ever y t i me a sampl e i s col l ect ed.   Thi s wi l l  

document  t hat  t he st or e per sonnel  wi t nessed t hat  t he sampl e was 

seal ed and i dent i f i ed as wel l  as document  t he v i s i t  or  i nspect i on 

of  t he f i r m.  
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Pr epar at i on of  Col l ect i on Repor t s 

 

Pr epar e col l ect i on r epor t  i n t he f ol l owi ng manner :   

 

VDACS Sampl e No. :   The sampl e number i ng syst em consi st  of  

ei ght  numer i c char act er s.   The f i r st  t hr ee char act er s ar e 

your  FDA number  and t he next  f i ve char act er s consi st  of  a 

ser i es of  number s st ar t i ng wi t h 00001 and ascendi ng 

sequent i al l y  as sampl es ar e col l ect ed.  

 

I nspect or  Code:  The f ood saf et y speci al i s t ’ s  FDA number .  

 

Col l ect ed By :   Si gnat ur e of  t he f ood saf et y speci al i s t .  

 

Col l ect ed:  Dat e & Mi l i t ar y Ti me:   The dat e t he sampl e was 

col l ect ed.   The mi l i t ar y t i me i s onl y needed f or  wat er  

sampl es col l ect ed f or  bact er i a ( pr esence/ absence or  MPN) .  

 

Pr i or i t y :  Seven ( 7)  i s  f or  r out i ne,  f i ve ( 5)  i s  f or  sampl es 

t hat  need t o be put  at  t he f r ont  of  t he l i ne f or  anal ysi s 

and one ( 1)  i s  f or  emer genci es.   The one pr i or i t y  has t o be 

appr oved t hr ough t he of f i ce and t he of f i ce must  not i f y  t he 

l ab.  

 

Commodi t y :  The t ype of  pr oduct  ( gr ai n,  veget abl e,  gr ound 

beef ,  et c. ) .  

 



 
 28 

Rel at ed Sampl es :   Col l ect i on r epor t  number s of  any sampl es 

whi ch ar e di r ect l y  r el at ed;  such as f ood pr oduct s f r om t he 

same l ot  or   

 

 

pr oduct s pr epar ed f r om t he same l ot  of  r aw mat er i al s.  Al so,  

t he col l ect i on r epor t  number  of  t he or i gi nal  sampl e( s)  on 

f ol l ow- up sampl es.   

 

Cat al og Number s :  The number  f or  t he t est  t hat  t he f ood 

saf et y speci al i s t  woul d l i ke r un on t he sampl e.   Thi s number  

i s  avai l abl e i n t he Di v i s i on of  Consol i dat ed Labor at or y 

Ser vi ces Anal yt i cal  Ser vi ces Cat al og.   Most  of  t he t est  t hat  

ar e use by t he Food Saf et y Pr ogr am begi n wi t h 226.  

 

Name of  Test :  The name of  t he t est  as i t  i s  l i s t ed i n t he 

Anal yt i cal  Ser vi ces Cat al og.  

 

No.  Of  Uni t s :  The number  of  uni t s t hat  t he f ood saf et y 

speci al i s t  woul d l i ke used f or  each t est .  

 

Tot al  No.  Of  Uni t s :  The t ot al  number  of  uni t s submi t t ed 

under  t hat  sampl e number .  

 

Seal  I nt act  ( yes/ no) :  Thi s i s  t o be f i l l ed out  by 

Consol i dat ed Labor at or y ’ s Cent r al  Recei v i ng.  

 

Cust omer  Not es :  Thi s use t o be t he Remar ks sect i on on t he 
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ol d sampl e col l ect i on r epor t s.  Any i nf or mat i on whi ch woul d 

be of  assi st ance t o t he chemi st  or  t he of f i ce i n eval uat i on 

of  t he sampl e.  I f  a consumer  r equest  a r epl y t o a compl ai nt  

i t  shoul d be not ed i n t hi s sect i on.   Exampl e:  Sampl e t aken 

due t o a compl ai nt  by John Doe of  Nor f ol k.  He sai d t hat . . . . .  

and woul d l i ke a r epl y.  

I dent i f i cat i on:   Al l  per t i nent  i nf or mat i on f r om t he l abel  

shoul d be r ecor ded such as;  name of  t he pr oduct ,  name and 

addr ess of  t he manuf act ur er ,  i ngr edi ent s,  net  wei ght ,  USDA 

or  st at e seal s,  and codes.  For  pr oduct s wi t h up t o 7 

i ngr edi ent s t he l i s t  of  i ngr edi ent s i s  t o be t yped.  Pr oduct s 

wi t h mor e t han 7 i ngr edi ent s t he st at ement  " I ngr edi ent s . . .  

"  and " Send l abel  t o t he f ood of f i ce"  shoul d be t yped i n t he 

i dent i f i cat i on sect i on.  For  r esi due sampl es t he l i s t  of  

i ngr edi ent s does not  have t o be i ncl uded i n t he 

i dent i f i cat i on of  t he pr oduct .  I f  t he pr oduct  i s  not  a 

l abel ed pr oduct ,  t hen i t  shoul d be i dent i f i ed by i t s  exact  

name.  I ngr edi ent  st at ement s ar e not  necessar y on l abel i ng 

sampl es  s i mpl y t ype " I ngr edi ent s as st at ed. . . "   

 

Col l ect ed Fr om a Lot  of :   Amount  of  pr oduct  f r om whi ch t he 

sampl e was col l ect ed.  Exampl e:  Col l ect ed f r om a l ot  of  

" 24/ 100 l b.  bags"   

 

Consi st :   Cl ose appr oxi mat i on of  t he amount  col l ect ed.  Exact  

amount  i s  pr ef er r ed.  Exampl e:  4/ 8 oz.  cont ai ner s t aken at  

r andom f r om t he meat  di spl ay case i n one par t  -  12/ 8 oz.  

cont ai ner s t aken at  r andom f r om t he meat  di spl ay case i n 



 
 30 

t hr ee par t s.  

 

Pr epar ed l n t he Fol l owi ng Manner :   St at e exact l y how t he 

sampl e was pr epar ed.  

Exampl e 1:  Sampl e of f i c i al l y  seal ed and i dent i f i ed,  " 12345 

4/ 10/ 9O A. B. C. "  

Exampl e 2:  Sampl e was pl aced i n a pol y sampl e bag and 

of f i c i al l y  seal ed and i dent i f i ed " 12345 4/ 10/ 90 A. B. C. "  

Exampl e 3:  

Sampl e was of f i c i al l y  i dent i f i ed " 12345 4/ 10/ 90 A. B. C. ”   

 

Del i ver ed To:   Exact l y wher e t he sampl e was del i ver ed by t he 

f ood saf et y speci al i s t  on t he dat e t he sampl e was mai l ed or  

del i ver ed t o t he l abor at or y.  

Exampl e:  U. P. S. ,  Lynchbur g 4/ 10/ 90 or  Gr eyhound Bus St at i on,  

Lynchbur g 4/ 10/ 90 

 

Est abl i shment  Wher e Col l ect ed:  The name and addr ess of  t he 

est abl i shment .  

 

Cent r al  Fi l e Number :  The CFN of  t he f i r m.   

 

Di st r i but or  or  Manuf act ur er :   Name and addr ess of  t he 

manuf act ur er ,  packer ,  or  di st r i but or  of  t he pr oduct .   

 

Shi pper  and Dat e of  Shi pment :   Name and addr ess of  t he 

shi pper  and t he exact  or  appr oxi mat e dat e of  shi ppi ng.  

Cost  of  Sampl e:   Exact  cost  of  t he sampl e.  



 
 31 

 

The f ood saf et y speci al i s t  must  s i gn t he col l ect i on r epor t .  

The whi t e copy of  t he col l ect i on r epor t  accompani es t he 

sampl e and t he of f i ce copy or  yel l ow copy i s submi t t ed t o 

t he of f i ce.  
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COMMONWEALTH OF VIRGINIA 

Department of Agriculture and Consumer Services 

OFFICE OF FOOD SAFETY 

P.O. Box 1163 

RICHMOND, VIRGINIA  23218 

SAMPLE COLLECTION REPORT 

 

 

 

 

DCLS LAB USE ONLY 

 

          

 
3205 

 
Dairy Services 

 
 

 
256 

 
Dairy 

 
320

7 

 
Meat & Poultry 

Services 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
3211 

 
Food Inspection 

 
X 

 
248 

 
Food 

 
321

3 

 
Wytheville/Lynchbur

g 
 
 

 
258 

 
MPI Meats 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
3206 

 
Commodity Services 

 
 

 
257 

 
Apple Spray 

 
321

4 

 
Harrisonburg/Warrent

on 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
321

5 
 
Richmond/Ivor 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
  

VDACS Sample No. Inspector Code Collected By 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
         Collected: Date & Military Time Priority Commodity Related Samples 

 
 

 
 

 
 
 

 
 

 
 
 
 

 
 

 
 
 
 

 
 

 
 
 
 

 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
M 

 
M 

 
 
 
D 

 
D 

 
 
 
Y 

 
Y 

 
 
 
0 

 
0 

 
 
 
0 

 
0 

 
 
 

 
 
 
 

 
 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
CATALOG NUMBERS NAME OF TEST No. of 

Units 

 
 

 
 

 
 

 
- 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
- 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
- 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
- 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
- 

 
 

 
 

 
 

 
 

 
 

 
 

 
   SEAL INTACT (Yes/No) 

 
 

 
TOTAL NO. OF UNITS 
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 CUSTOMER NOTES 

 
 

 
 

 
Col l ect ed f r om a l ot  of :  
 

 
Pr epar ed i n t he f ol l owi ng manner :  
 

 
Del i ver ed t o:  
 

 
Delivery Date: 

 
 

 
Est abl i shment  wher e col l ect ed:  
 
 
Cent r al  Fi l e Number :  
  
Di st r i but or / Manuf act ur er :  
  
 

 
Date of Shipment: 

 
 

 
Cost  of  Sampl es:  
  

Not i ce of  Sei zur e 

 

Sei zur e not i ces shoul d be i ssued by t he f ood saf et y speci al i st  t o 

hol d a suspect  f ood pr oduct  f or  f ur t her  i nvest i gat i on.  Exampl es:  

1)  Sei zur e shoul d be used t o hol d f ood unt i l  anal ysi s can 

be made by t he chemi st .  

2)  Sei zur e can be used t o hol d f ood f or  ot her  agenci es 

unt i l  t hey have t i me t o t ake act i on.  

3)  Sei zur e can be used t o hol d f ood t hat  has been i n a 

di sast er  unt i l  i t  can be sal vaged or  dest r oyed.  

The or i gi nal  copy of  t he sei zur e shoul d be l ef t  wi t h per son i n 

char ge of  t he oper at i on.  A yel l ow copy shoul d be sent  t o t he 

of f i ce and a copy shoul d be kept  by t he f ood saf et y speci al i st  

f or  hi s/ her  f i l es.  

Dat e:  Dat e t he sei zur e was made.   

I ssued t o:  Per son i n char ge of  oper at i on.   

Fi r m:  Name of  est abl i shment .   

Addr ess :  Addr ess of  est abl i shment .  
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Pr oduct :  Name of  t he pr oduct  sei zed.  The code shoul d be 

r ecor ded her e,  i f  t he pr oduct  i s i n package f or m.  

Amount :  Amount  i n pounds.   

Manuf act ur er :  Name of  t he manuf act ur er .   

Addr ess :  Addr ess of  t he manuf act ur er .  

Reason f or  Sei zur e:  ( Exampl e:  The cor n bei ng gr ound cont ai ned 

r odent  pel l et s. )  

Remar ks :  The f ol l owi ng st at ement  shoul d be t yped i n t hi s 

sect i on i f  i t  i s  not  pr epr i nt ed:  THI S PRODUCT I S NOT 

TO BE MOVED,  SOLD,  OR DESTROYED UNTI L RELEASED BY A 

REPRESENTATI VE OF THE VDACS FOOD SAFETY PROGRAM.  

Al so,  any sampl es t aken shoul d be t yped i n t hi s sect i on.  

Recei pt  Acknowl edged By :  Per sons name and t i t l e shoul d be t yped 

and t he per son shoul d s i gn i t .  

Food Saf et y Speci al i st :  The f ood saf et y speci al i st  name shoul d be 

t yped and he/ she shoul d s i gn i t .  

 

I f  t he pr oduct  has t o be r el eased,  a “ Rel ease”  f or m wi l l  be 

f i l l ed out .   Thi s f or m i s i dent i cal  t o t he “ Sei zur e”  f or m and 

shoul d be f i l l ed out  usi ng above i nf or mat i on.  The “ Reason”  

sect i on shoul d st at e t he r eason f or  t he r el ease.  ( Exampl e:  

Labor at or y anal ysi s r eveal s t hat  t he pr oduct  compl i es wi t h t he 

Vi r gi ni a Food Laws.  Thi s pr oduct  i s r el eased f r om sei zur e. )  

I f  t he pr oduct s sei zed ar e f ound t o be i n v i ol at i on of  t he 

Vi r gi ni a Food Laws t hey need t o be dest r oyed or  denat ur ed.  I n 

t hi s case an I nspect i on Repor t  wi l l  be f i l l ed out  st at i ng t hat  

t he pr oduct s wer e vol unt ar i l y  dest r oyed or  denat ur ed.  A Not i ce of  

Rel ease need not  be f i l l ed out  as t he I nspect i on Repor t  ser ves as 

a r el ease.   

The power  t o sei ze f ood pr oduct s on our  own i ni t i at i ve 
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wi t hout  r ecour se t o t he cour t s i s unusual .  Few agenci es have t hi s 

amount  of  power .  Ther ef or e,  you shoul d exer ci se t hi s opt i on 

j udi c i ousl y.  Onl y sei ze pr oduct  whi ch you have good 

r eason t o bel i eve i s cont r ar y t o t he l aw.  Be abl e t o suppor t  your  

r easons wi t h l ogi cal  f act s.  Once you have sat i sf i ed your sel f  t hat  

you ar e j ust i f i ed,  pr oceed.  

As a gener al  r ul e of  t humb you must  sampl e any pr oduct s 

t hat  you sei ze.  Except i ons woul d be i n i nst ances wher e t he damage 

t o t he pr oduct  i s so not i ceabl e any r easonabl e per son woul d 

concl ude t he pr oduct  i s unf i t  f or  f ood or  wher e l ar ge l ot s ar e 

i nvol ved and you must  hol d t he pr oduct  unt i l  you can r et ur n t o 

super vi se sal vage oper at i ons such as a di sast er .  Dur i ng your  

t r ai ni ng you wi l l  be exposed t o s i t uat i ons t hat  wi l l  gi ve you a 

f eel  f or  when t o sampl e and when not  t o.  I f  you encount er  

s i t uat i ons wher e you have doubt s di scuss your  opt i ons wi t h your  

i mmedi at e super vi sor .  

When you do sampl e sei zed pr oduct s pl ease l i s t  t he sampl e 

number ( s)  i n t he r emar ks sect i on of  t he sei zur e not i ce.  Al so,  on 

t he Col l ect i on Repor t  t ype PRODUCT UNDER SEI ZURE i n t he upper  

l ef t  hand cor ner  and i n t he r emar ks sect i on.  

When f i l l i ng out  t he I nspect i on Repor t  be sur e t o put  i n 

dat a ent r y sect i on t hat  t he pr oduct  was sei zed or  r el eased and 

t he amount .  
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 NOTICE OF SEIZURE 

 
 COMMONWEALTH OF VIRGINIA 

 Department of Agriculture and Consumer Services 

 OFFICE OF FOOD SAFETY 

 P.O. Box 1163 

 RICHMOND, VIRGINIA  23218 

 
Date: 

 
 

 
 
Issued to 

 
 
 
 

 
 
 
Title 

 
 
 
 

 
Firm 

 
 
 
 

 
 
 
CFN 

 
 
 
 

 
Address 

 
 
 
 

 
 

 
Virginia 

 
 

 
 

 
 
 
Street Address 

 
City 

 
 

 
ZIP 

 
 
Product 

 
 
 
 

 
Amount 

 
 
 
 

 
 
 
lbs. 

 
Manufacturer 

 
 
 
 

 
Address 

 
 
 
 

 
 
 
Reason 
 

 
Remar ks  
 

 
 
Receipt Acknowledged by: 

 
 

 
Form Delivered By: 

 
 

 
 

 
 

 
 

 
Inspector # 

 
 

 
Name 

 
Title 

 
 

 
Inspector Name 

NOT TO BE REMOVED, SOLD, OR OTHERWISE DISPOSED OF UNLESS RELEASED 
BY AN AUTHORIZED AGENT 
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Signature 

 
 

 
Signature 
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NOTICE OF RELEASE  
 
 COMMONWEALTH OF VIRGINIA 

Department of Agriculture and Consumer Services 

 OFFICE OF FOOD SAFETY 

 P.O. Box 1163 

 RICHMOND, VIRGINIA  23218 

 
Date: 

 
 

 
 
Issued to 

 
 
 
 

 
 
 
Title 

 
 
 
 

 
Firm 

 
 
 
 

 
 
 
CFN 

 
 
 
 

 
Address 

 
 
 
 

 
 

 
Virginia 

 
 

 
 

 
 
 
Street Address 

 
City 

 
 

 
ZIP 

 
 
Product 

 
 
 
 

 
Amount 

 
 
 
 

 
 
 
lbs. 

 
Manufacturer 

 
 
 
 

 
Address 

 
 
 
 

 
 
 
Reason 
 

 
Remar ks  
 

 
 
Receipt Acknowledged by: 

 
 

 
Form Delivered By: 

 
 

 
 

 
 

 
 

 
Inspector # 

 
 

 
Name 

 
Title 

 
 

 
Inspector Name 

ITEMS LISTED ON THIS FORM ARE RELEASED FROM SEIZURE 
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Signature 

 
 

 
Signature 
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Compl ai nt s 

Compl ai nt s compr i se a s i gni f i cant  por t i on of  our  wor k and 

ar e pr obabl y our  l ar gest  sour ce of  publ i c cont act .  Remember  t hat  

t he i mpr essi on your  cr eat e as you handl e a compl ai nt  i s  t he 

i mpr essi on t hat  t he c i t i zen concer ned wi l l  have of  t he whol e 

Depar t ment .  Conduct  your sel f  i n a manner  whi ch wi l l  r ef l ect  wel l  

upon t he Of f i ce and t he Depar t ment .  Remember ,  t he t ax payi ng 

publ i c can somet i mes be ver y demandi ng;  di spl ay t act  and 

pat i ence.  

Ef f ect i ve compl ai nt  i nvest i gat i on r equi r es t hor ough dat a 

gat her i ng when r ecei v i ng t he compl ai nt .  The compl ai nt  f or m i t sel f  

wi l l  gui de you i n what  quest i ons t o ask t he compl ai nant .  Sever al  

sect i ons on t he f or m shoul d r ecei ve speci al  at t ent i on.  

The compl ai nant  sect i on shoul d cont ai n t he compl ai nant s 

f ul l  name,  st r eet  addr ess and phone number .  Thi s i s i mpor t ant  i n 

case we need t o cont act  t he compl ai nant  agai n.  

The pr oduct  sect i on shoul d cont ai n t he compl et e pr oduct  

name,  cont ai ner  s i ze and a descr i pt i on of  t he cont ai ner  ( i . e.  

pl ast i c bot t l e,  bag,  et c. )  i f  t hi s hel ps i dent i f y t he pr oduct .  

The manuf act ur er s sect i on shoul d cont ai n a compl et e name 

and addr ess.  Thi s i s somet i mes t he onl y means we have t o cont act  

t he manuf act ur er  when a pr obl em i s encount er ed.  

The code on t he cont ai ner  or  l abel  i s  ext r emel y i mpor t ant .  

I f  we can obt ai n t hat  i nf or mat i on t hen we have a chance of  

obt ai ni ng t he exact  l ot  whi ch may have a pr obl em.  

The nat ur e of  t he compl ai nt  sect i on shoul d be f i l l ed out  i n 

as much det ai l  as i s possi bl e.  Ask as many quest i ons as you f eel  

necessar y t o get  a good i dea of  t he pr obl em.  Of t en r ef er r al  back 

t o t hi s sect i on i f  sampl es need t o be t aken can hel p you i n 
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det er mi ni ng t he t ypes of  anal ysi s t o ask f or .  

The Summar y of  I nvest i gat i on Sect i on shoul d be f i l l ed out  

accur at el y and i n det ai l .  Of t en t hi s i s t he onl y r ecor d of  what  

you di d.  I f  you col l ect  sampl es,  r ecor d t hat  f act ,  i f  you sei ze 

pr oduct ,  r ecor d t hat  f act .  I n shor t ,  be sur e your  act i ons ar e 

compl et el y document ed.  

The dat a ent r y sect i on needs t o be f i l l ed.  
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VDACS - FOOD INSPECTION 

 
 RECORD OF COMPLAINT 

 
DA

TE 

 
 

 
 

 
 

 
H 

 
 

 
W 

 
 

 
Name of Complainant 

 
Address 

 
Phone Numbers 

 
 

 
 

 
Firm Where Product was Purchased 

 
Address 

 
 

 
 

 
Product 

 
Date Product Purchased 

 
 

 
 

 
 

 
Container Type (can, package, etc.) 

 
Size of Container 

 
Container Code 

 
 

 
 

 
Manufacturer's Name 

 
Address 

             
 
Nature of Complaint: 

 
 

 
filth(size, shape, color) 

 
 

 
micro 

 
 

 
organoleptic 

 
 

 
unsanitary conditions 

 
 

 
emp practices 

 
 

 
other (specify) 

 
 

                
Illness / Symptoms (if any) 

 
 

 
nausea 

 
 

 
fever 

 
 

 
vomiting 

 
 

 
chills 

 
 

 
abdominal cramps 

 
 

 
diarrhea 

 
 

 
burning of mouth/throat/lips 

 
 

 
 

 
 

 
 

 
  

 
 
metallic taste in mouth 

 
 

 
other 

 
 

 
Amount of time expiring before onset of symptoms 

 
 

 
hours 

 
 

 
minutes 

            
Was food poisoning confirmed by Physician? 

 
 

 
Yes 

 
 

 
No 

 
If so, how confirmed? 

 
 

 
Stool Sample 

 
 

 
Other(Specify) 

 
 

 
 

 
 

 
 

 
Physician's Name 

 
Address 

 
Phone # 

                          
Complainant desires reply 

 
 

 
Yes 

 
 

 
No 

 
Call Complainant Regarding Service Sample  

 
 

 
Yes 

 
 

 
No 

 
By 

 
 

 
Ref to 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
  

 SUMMARY OF INVESTIGATION 
 

DATE 
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Additional Pages Attached 

 
 

 
Yes 

 
 

 
No 

 
 

 
INSPECTOR 

# 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
CFN 

 
 

 
Address Change 

 
 

 
CL 

 
 

 
 

 
Samples 

 
 

 
   

/SS 

 
 

 
New Firm 

 
 

 
Reg Fu 

 
 

 
 

 
Ins Type 

 
 

 
St 

 
 

 
Contra

ct 

 
 

 
A

g

r 

 
Food Svc 

 
 

 
Next In 

 
 

 
 

 
Name Change 

 
 

 
HD Inspns 

 
 

 
By 
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FDA Comput er  Gener at ed Cover sheet s 

COMPLETI ON I NSTRUCTI ONS 

 

1.  DATE ASSI GNED 

I f  bl ank,  ent er  t he dat e t he assi gnment  was r ecei ved.  t he 

f or mat  f or  t hi s f i el d i s:  MM/ YY;  mont h,  year .  

2.  PRI ORI TY 

I f  bl ank,  make no ent r y.  

3.  DATE I NSPECTED 

Ent er  t he dat e t he est abl i shment  i nspect i on began.  The 

f or mat  f or  t hi s f i el d i s:  MM/ DD/ YY:  mont h,  day,  year .  

4.  CENTRAL FI LE NUMBER 

Ent er  or  cor r ect  t he 7 -  di gi t ,  di st r i ct  assi gned,  Cent r al  

Fi l e Number .  I f  t hi s number  i s unknown,  l eave t he dat a 

f i el d bl ank.  ( Thi s CFN i s di f f er ent  f r om t he CFN t hat  has 

been assi gned by t he Food Saf et y Pr ogr am of f i ce)  

5.  JD/ TA 

I f  bl ank,  make no ent r y 

6.  COUNTY 

I f  bl ank,  make no ent r y 

7.  PHONE 

Ent er  or  cor r ect  t he Ar ea Code ( i n par ent hesi s)  f ol l owed by 

t he t el ephone number  of  t he est abl i shment  i nspect ed.  

8.  ESTABLI SHMENT NAME 

Ent er  or  cor r ect  t he l egal  name of  t he est abl i shment  

i nspect ed.  

9.  STREET ADDRESS 

Ent er  or  cor r ect  t he number  and st r eet  name of  t he 

est abl i shment  i nspect ed.  
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10.  CI TY 

Ent er  or  cor r ect  t he name of  t he c i t y or  count y wi t hi n 

whi ch t he est abl i shment  i s l ocat ed.  

11.  STATE 

Ent er  or  cor r ect  t he name of  t he st at e wi t hi n whi ch t he 

est abl i shment  i s l ocat ed.  The 2- char act er  al phabet i c 

Of f i c i al  Post al  Ser vi ce abbr evi at i ons shoul d be used.  

12.  ZI P 

Ent er  or  cor r ect  t he 5 di gi t  ZI P Code wi t hi n whi ch t he 

est abl i shment  i s l ocat ed.  

13.  DI STRI CT 

Ent er  or  cor r ect  2 whi ch i s t he Bal t i mor e Heal t h Di st r i ct  

number  t hat  we ar e i n.  

14.  RELATED FI RMS 

Ent er  t he name of  t he par ent  f i r m i f  i t  i s  di f f er ent  f r om 

t hat  of  t he est abl i shment  i nspect ed.  Ent er  any busi ness 

names under  whi ch t he est abl i shment  oper at es,  or  ot her  

f i r ms i n t he same cor por at e st r uct ur e.  I f  t her e ar e no 

r el at ed f i r ms,  ent er  " NONE" .  

15.  ESTABLI SHMENT- TYPES/  I NDUSTRY- CODES ON OEI  

Ent er  or  cor r ect  al l  t he uni que 2- di gi t  " I ndust r y Codes"  

( i ndust r y code i s t he f i r st  2 char act er s of  t he 7 char act er  

" Pr oduct  Code" )  appl i cabl e t o t he est abl i shment  at  t he t i me 

of  t he i nspect i on.  

16.  TOTAL ESTABLI SHMENT SI ZE 

Ent er  t he gr oss dol l ar  val ue of  t he annual  pr oduct i on of  

al l  FDA r egul at ed pr oduct s made or  mani pul at ed i n t he 

est abl i shment  i nspect ed.  I f  necessar y,  est i mat e t hi s 

amount .  
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17.  I NTERSTATE BUSI NESS RECEI VED 

I f  i nt er st at e busi ness i s r ecei ved by t he est abl i shment  

i nspect ed.  c i r c l e " YES" .  Ot her wi se,  c i r c l e " NO" .  

18.  I NTERSTATE BUSI NESS SOLD 

Ent er  t he per cent  of  t he est abl i shment ' s vol ume of  pr oduct s 

ent er i ng i nt er st at e commer ce,  di r ect l y and i ndi r ect l y.  Thi s 

f i gur e shoul d be ent er ed di r ect l y t o t he l ef t  of  t he 

pr epr i nt ed per cent  symbol  ( %) .  I f  t he est abl i shment  

management  wi l l  not  pr ovi de t hi s,  ent er  t he best  est i mat e 

avai l abl e.  

19.  REFUSAL CODE 

Ent er  t he most  appr opr i at e 1- di gi t  Ref usal  Code f r om among 

t he f ol l owi ng:  

∅  No Ref usal  

1  Ref usal  t o Per mi t  Ent r y 

2 Ref usal  t o Al l ow I nspect i on EXCEPT by Appoi nt ment  or  

Ot her  Condi t i on 

3 Ref usal  t o Fur ni sh Qual i t at i ve or  Quant i t at i ve 

For mul ae 

4 Ref usal  t o Di scl ose or  Per mi t  Obser vat i ons of  

Manuf act ur i ng Pr ocedur es 

5 Ref usal  t o Per mi t  Revi ew of  Cont r ol  Recor ds 

20.  ESTABLI SHMENT CHANGES 

Ci r c l e as many of  t he ent r i es as ar e appl i cabl e t o t he 

est abl i shment  i nspect ed.  Al l  ent r i es c i r c l ed must  be 

consi st ent  wi t h t he i nf or mat i on ent er ed el sewher e on t he 

cover sheet .  For  exampl e,  i f  t he est abl i shment ' s st r eet  

addr ess,  as ent er  by t he comput er  pr i nt er  was f ound t o be 

i ncor r ect ,  i t  shoul d have been cr ossed out ,  and t he cor r ect  
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addr ess added;  t hen,  t he ent r y " ADDRESS CHANGE"  shoul d be 

ci r c l ed.  

I F THE ESTABLI SHMENT STATUS HAS NOT CHANGED,  THE ENTRY " NONE"  

MUST BE CI RCLED 

21.   PAC 

03S800 -  agr eement  i nspect i on  

03S001 -  cont r act  i nspect i on 

22.  PROCESS ( PRODUCT)  CODE 

Ent er  or  cor r ect  t he f i r st  t wo char act er s of  t he Pr oduct  

Code.  These t wo di gi t s desi gnat e t he i ndust r y i nspect ed.  

Wher e t he same f i r m does busi ness i n mor e t han one 

i ndust r y,  sel ect  t he code t hat  best  r epr esent s t he i ndust r y 

i nspect ed.  Si nce t he dat e syst em wi l l  onl y accept  f i ve 

char act er s f or  t he Pr ocess Code,  t he r emai ni ng t hr ee di gi t s 

must  be compl et ed wi t h a dash  ( - ) ,  as i n t he f ol l owi ng 

exampl es:  

Baker y Pr oduct s 03- - -  

Mul t i pl e Food War ehouse 47- - -  

23.  EST TYPE 

Ent er  t he appr opr i at e 1- char act er  Est abl i shment  Type Code 

f ound i n t he Food Pr oduct  Code Manual  

24.  I NSPECTI ON BASI S 

Ent er  2 i f  t he i nspect i on i s a r out i ne f ol l ow- up and 1 i f  

t he i nspect i on i s a compl i ance f ol l ow- up.  

25.  PC 

Ent er  t he 1- char act er  Posi t i on Cl assi f i cat i ons of  al l  ( up 

t o t hr ee)  empl oyees conduct i ng t he i nspect i on.  

STATE PERSONNEL ENTER " S"  
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26.  NO 

Ent er  t he 3- di gi t ,  di st r i ct  assi gned Empl oyee Number  f or  

each empl oyee conduct i ng t he i nspect i on.  Up t o 3 Empl oyee 

Number s may be ent er ed,  and t hese must  appear  di r ect l y 

bel ow and agr ee wi t h t he 

27.  HD 

Ent er  t he 1- char act er  Home Di st r i ct  code f or  each empl oyee 

conduct i ng t he i nspect i on.  We ar e i n t he Bal t i mor e Di st r i ct  

whi ch i s #2.  

28.  ( PAC/ Pr ocess ( Pr oduct )  Code Hour s Repor t i ng)  

Ent er  t he number  of  hour s expended by each empl oyee dur i ng 

t he i nspect i on.  I n r epor t i ng t i me,  i ncl ude t i me spent  on 

t r avel ,  t i me spent  f or  f i l e r evi ew,  i nspect i onal  t i me and 

t i me t o wr i t e- up t he EI R.  Repor t  al l  t i me i n excess of  one 

hour  t o t he near est  hal f - hour .  Use f r act i ons,  do not  use 

deci mal s.  Repor t  al l  t i mes l ess t han one hour  t o t he 

near est  t ent h of  an hour ,  f or  exampl e 3/ 10 or  5/ 10.  

29.  PRODUCT 

Ent er  t he name of  t he pr oduct ( s)  i nspect ed dur i ng t he 

i nspect i on.  

30.  SAMPLES COLLECTED:  SAMPLE # 

I f  sampl es ar e col l ect ed dur i ng t he cour se of  t he 

i nspect i on,  ent er  t he number  of  t he sampl e ( f r om t he sampl e 

col l ect i on r epor t ) .  

31.  SAMPLE COLLECTED:  PRODUCT 

Ent er  t he name of  t he pr oduct  cor r espondi ng t o each sampl e 

number  ent er ed i n I t em 30.  

32.  483 I SSUED 

Ci r c l e " YES"  i f  an i nspect i on r epor t  was i ssued and t her e 
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wer e obj ect i onabl e condi t i ons.  Ci r c l e " NO"  i f  an i nspect i on 

r epor t  was i ssued and t her e wer e no obj ect i onabl e 

condi t i ons obser ved.  I f  an i nspect i on r epor t  was not  i ssued 

ci r c l e " NO" .  

33.  Food saf et y speci al i st ’ s NAME/ SI GNATURE 

Ent er  t he name of  al l  empl oyees conduct i ng t he i nspect i on.  

Al l  empl oyees must  s i gn and ent er  t hei r  assi gned number  

ent er ed i n I t em 30.  
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 Est abl i shment  I nspect i on Repor t  

Est abl i shment  I nspect i on Repor t s ( EI R' s)  shoul d be done on 

ever y manuf act ur i ng f i r m.  Thi s r epor t  gi ves t he of f i ce i mpor t ant  

i nf or mat i on about  t he f i r m,  i t s oper at i ons and management  

st r uct ur e.  I t  al so hel ps ot her  f ood saf et y speci al i st s become 

mor e f ami l i ar  wi t h t he f i r m.  

To pr oper l y compl et e an EI R t he f ood saf et y speci al i st  must  

i nt er vi ew a r esponsi bl e per son at  t he f i r m,  and obt ai n al l  

essent i al  i nf or mat i on.  Thi s i ncl udes:  name and addr ess of  t he 

f i r m;  hi st or y of  t he f i r m;  cor por at e/  est abl i shment  of f i c i al s;  

name and t i t l e of  per son i nt er vi ewed;  c l ass of  pr oduct s or  

pr oduct  l i ne;  sani t ar y condi t i ons;  r aw mat er i al s;  st or age and 

handl i ng pr act i ces;  equi pment  and manuf act ur i ng pr ocesses.  

Label s,  codi ng i nf or mat i on,  r eci pes,  and f l ow di agr ams shoul d be 

i ncl uded.  The i nf or mat i on shoul d be compi l ed i n nar r at i ve f or m,  

and submi t t ed t o t he Regi onal  Manager .  Thi s wi l l  be t i me 

consumi ng,  but  t i me wel l  spent .  EI R' s shoul d be updat ed as 

necessar y.  
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 Est abl i shment  Repor t  

Busi ness :  Name and addr ess 

Food saf et y speci al i st :  Food saf et y speci al i st ' s  name 

Dat e:  The dat e t he r epor t  i s  made 

Hi st or y of  Busi ness :  Br i ef  hi st or y of  t he f i r m.  

Per son I nt er vi ewed:  Name and t i t l e 

Cor p. / Est abl i shment  Of f i c i al s :   Name,  t i t l e,  and addr esses of  t he 

of f i c i al s.  

Cl ass of  Pr oduct s :   Types of  pr oduct ,  s i zes,  packagi ng mat er i al s,  

and l abel s manuf act ur ed/  di st r i but ed by t he f i r m.  Ar eas of  

di st r i but i on;  di r ect  di st r i but i on or  t hr ough a br oker ;  mode of  

t r anspor t at i on.  

Sani t ar y Condi t i ons :  

1)  Bui l di ng and Sur r oundi ngs:  Wher e t he f i r m i s l ocat ed 

and t he bui l di ng st r uct ur e and si ze.  The mat er i al  of  

t he f l oor s,  wal l s and cei l i ngs i n t he pr oduct i on and 

st or age ar eas.  Any ot her  i nf or mat i on on t he physi cal  

f eat ur es,  i ncl udi ng a f l oor  pl an.  

2)  Toi l et  and Washi ng Faci l i t i es:  Wher e t he r est r ooms ar e 

l ocat ed and what  i s avai l abl e;  such as t oi l et s,  hand 

si nks wi t h pr oper  c l eani ng and dr yi ng mat er i al ,  

shower s,  l ocker s,  door s t hat  ar e sel f  c l osi ng.  Any 

ot her  i nf or mat i on about  r est r ooms.  

3)  Faci l i t i es f or  Cl eani ng:  Who does t he cl eani ng,  when 

i t  i s  done,  wher e i t  i s  done,  and how i t  i s  done.  What  

t ypes of  det er gent s,  sani t i zer s and cont r ol s ar e used? 

Equi pment  s i nks:  how many and wher e ar e t hey l ocat ed? 

What  equi pment  must  be " c l eaned i n pl ace" ? Di sposal  of  

sol i d and l i qui d wast e.  

4)  Empl oyees:  Gener al  hygi ene,  c l ot hi ng,  j ewel r y,  hai r  
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r est r ai nt s,  et c.  

5)  Rodent  and I nsect  I nf est at i on and Cont r ol :  Who does 

t he pest  cont r ol ,  what  do t hey use,  how do t hey use 

i t ,  and how of t en.  Does t he f i r m mai nt ai n r ecor ds of  

pest  cont r ol ? 

6)  Speci al  Comment s:  Codi ng i nf or mat i on;  any ot her  

comment s or  r el at ed i nf or mat i on.  

Raw Mat er i al s :  What  pr oduct s do t hey r ecei ve,  how of t en,  t he 

suppl i er ,  and t he mode of  t r anspor t at i on? I s sampl i ng of  r aw 

mat er i al s bei ng done? How of t en? What  anal ysi s? Wher e i s i t  r un? 

St or age and Handl i ng of  Raw Mat er i al s :  How r aw mat er i al s ar e 

st or ed and handl ed i n t he pl ant .  Any speci al  pr epar at i on of  r aw 

mat er i al s pr i or  t o use.  How r aw mat er i al s ar e t r anspor t ed i nsi de 

t he f i r m.  

Equi pment  and Manuf act ur i ng Pr ocess :  The t ype of  equi pment  used.  

An expl anat i on of  t he manuf act ur i ng pr ocess,  i ncl udi ng f l ow 

char t ,  pr oduct  f or mul at i ons,  pr oduct  cont r ol s and t est i ng ( pH,  

wat er  act i v i t y,  mi cr obi ol ogi cal ,  t ast e,  v i sual ,  et c. ) .  

Food saf et y speci al i st ' s  name 

 

 

 

 

 

 

 

 

* *  A f l oor  pl an of  t he f i r m,  f l ow char t  and pr oduct  l abel s shoul d 

be i ncl uded.  * *  

 

 Of f i ce Memor anda 
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An " Of f i ce Memor andum"  f or m can be used t o pr ovi de gener al  

i nf or mat i on on a f i r m,  f or  r epor t i ng t el ephone cal l s made usi ng 

your  t el ephone cr edi t  car d,  and f or  ot her  mi scel l aneous pur poses.  

I t  may be used t o pr ovi de addi t i onal  i nf or mat i on or  t o c l ar i f y 

t he i nspect i on r epor t  of  a f i r m.  I t  may al so be used t o pr ovi de 

i nf or mat i on f or  Consol i dat ed Labor at or y per sonnel  when ser vi ce 

sampl es ar e col l ect ed.  I n addi t i on,  t hi s f or m can be used t o 

pr ovi de i nf or mat i on not  r el at ed t o a speci f i c  f i r m.  

Memos di r ect l y r el at ed t o v i s i t i ng a f i r m must  be done on 

t he I nspect i on Repor t .  
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Tr avel  Expense Rei mbur sement  Voucher  

The Tr avel  Expense Rei mbur sement  Voucher  or  " expense 

account "  i s  a f or m used t o i t emi ze each f ood saf et y speci al i st ' s  

t r avel  and wor k r el at ed expendi t ur es.  The f or m shoul d be 

compl et ed by each f ood saf et y speci al i st  as of t en as needed.  

( Those f ood saf et y speci al i st s t hat  ar e dr i v i ng per sonal  car s 

mi ght  need t o submi t  expense account s mor e of t en t han ot her  f ood 

saf et y speci al i st s. )  The f ood saf et y speci al i st  shoul d make sur e 

t hat  t he gr een copy i s al ways t he or i gi nal .  The yel l ow and or ange 

copi es,  al ong wi t h t he gr een or i gi nal ,  shoul d be submi t t ed t o t he 

Regi onal  Manager ,  and t he f ood saf et y speci al i st  shoul d keep t he 

pi nk copy f or  hi s/ her  r ecor ds.  

For  f ur t her  i nst r uct i ons on compl et i ng t he " expense account  

"  see your  Pol i c i es and Pr ocedur es Number  4. 2,  Tr avel .  
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Use Of  The Camer a 

The camer a i s one of  t he most  usef ul  and i mpor t ant  pi eces 

of  equi pment  t hat  t he f ood saf et y speci al i st  has.  Coupl ed wi t h 

t he macr o l ens,  t he camer a,  used by a compet ent  phot ogr apher ,  can 

t el l  t he compl et e st or y of  t he condi t i ons i n an est abl i shment .  

The qual i t y,  sequence,  and composi t i on of  phot ogr aphs can make or  

br eak a case.  

I t  has been sai d t hat  one pi ct ur e i s wor t h a t housand 

wor ds.  I t  can l i kewi se be sai d t hat  a poor  pi ct ur e can be wor se 

t han no pi ct ur e at  al l .  I t  pr of i t s an f ood saf et y speci al i st  t o 

become as f ami l i ar  wi t h hi s/ her  camer a as possi bl e.  A f ood saf et y 

speci al i st  shoul d know how t o mani pul at e al l  t he cont r ol s of  hi s 

camer a and f l ash uni t .  He/ she shoul d have some f eel i ng f or  

exposur e,  shut t er  speed,  and l ens openi ng.  He/ she shoul d have 

some f eel i ng f or  t he l i mi t at i ons of  hi s/ her  camer a,  what  i t  can 

and cannot  do.  Once a f ood saf et y speci al i st  l ear ns t hese t hi ngs 

he/ she shoul d begi n t o devel op an eye f or  pi ct ur e composi t i on and 

sequenci ng shot s.  Remember ,  not  onl y ar e you depi ct i ng i nsani t ar y 

condi t i ons but  you ar e t el l i ng a st or y as wel l .  You want  t he 

st or y t o l ead t he vi ewer  t o t he concl usi on t hat  t he condi t i ons 

you have encount er ed ar e ser i ous,  t hey v i ol at e t he l aw,  and t hey 

can or  do cont ami nat e t he pr oduct ( s) .  You want  t he condi t i ons you 

depi ct  t o hol d t he v i ewer s at t ent i on.  For  exampl e,  suppose you 

f ound gr ai n beet l es i n t he f l our  dust i ng hopper  of  a r ol l  

machi ne.  A si mpl e pi ct ur e of  t he i nsect s woul d suf f i ce.  However ,  

t hi nk of  how much bet t er  t wo shot s woul d be.  One phot o coul d show 

t he r ol l  conveyor  i n r el at i onshi p t o t he ot her  machi nes i n t he 

baker y wi t h t he f l our  dust i ng hopper  on t op of  t he machi ne and 

r ol l s t r avel i ng al ong t he conveyor .  The second shot  woul d be a 

c l ose- up showi ng t he i nsect s i n t he dust i ng f l our .  The concl usi on 

r eached by t he aver age vi ewer  woul d be t hat  t he i nsect s i n t he 



 
 57 

dust i ng f l our  coul d ver y easi l y and most  pr obabl y do f al l  ont o 

t he r ol l s.  Thi s i s but  one exampl e of  t he i mpor t ance of  

phot ogr aph composi t i on and pr oper  sequenci ng.  Ther e ar e many 

ot her s.  As you gai n exper i ence i n phot ogr aphy you wi l l  be abl e t o 

r ecogni ze t hese oppor t uni t i es wi t h gr eat er  ease.  The i mpor t ant  

t hi ng i s t o r emember  t hat  each i nspect i on const i t ut es a 

phot ogr aphi c st or y.  What  you need t o do i s t hi nk about  t he best  

way t o t el l  t hat  st or y and pr oceed f r om t her e.  

Ther e ar e a f ew i t ems i n t he s i mpl e mechani cs of  t aki ng 

phot ogr aphs t hat  need t o be ment i oned.  

Fi r st ,  al l  phot ogr aphs shoul d be r el at ed t o obj ect i onabl e 

condi t i ons of  your  i nspect i on r epor t .  Thi s does not  mean each 

phot o i s a di f f er ent  obj ect i onabl e condi t i ons.  You may t ake 

sever al  pi ct ur es of  t he same condi t i on f or  c l ar i t y or  emphasi s,  

or  you may t ake an ar ea phot o bef or e zer oi ng i n on a condi t i on 

t hat  was f ound i n t he ar ea.  What  we wi sh t o avoi d i s havi ng a 

phot o of  an obj ect i onabl e condi t i on and t hen not  bei ng abl e t o 

f i nd t he condi t i on on t he i nspect i on r epor t .  

Second,  mount  your  phot ogr aphs accor di ng t o FOM Pr ocedur e 

017.  Be sur e t hat  each mount i ng page has 

t he dat e,  name and addr ess of  t he f i r m,  f ood saf et y speci al i st ’ s 

i ni t i al s,  and descr i pt i on of  each phot o.  

Thi r d,  t r y t o have t he I D car d i n each pi ct ur e.  The I D car d 

i s a smal l  appr oxi mat el y 3" x 5"  car d wi t h t he name and addr ess of  

t he f i r m,  t he dat e and t he f ood saf et y speci al i st ’ s i ni t i al s 

pr i nt ed on i t .  The pur pose of  t hi s car d i s t o i dent i f y each phot o 

as t o l ocat i on,  dat e,  and phot ogr apher .  I dent i f i cat i on i s usef ul  

i n cour t  act i ons when gi v i ng t est i mony about  phot os.  We r eal i ze 

t hat  you may not  be abl e t o get  t he I D car d i nt o al l  phot os.  When 

you zer o i n on a smal l  ar ea wi t h t he macr o,  t he I D car d may be 

t oo l ar ge t o i ncl ude.  Don' t  wor r y about  i t .   Ther e ar e except i ons 
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t o ever yt hi ng.  I f  t he maj or i t y of  your  phot os ar e wel l - i dent i f i ed 

you shoul d have no t r oubl e get t i ng t hose except i ons i nt r oduced.  

What  you shoul d do i s r emember  t he I D i s i mpor t ant  and empl oy i t  

wher ever  possi bl e.  Be sur e t o mount  your  I D car d and send i t  wi t h 

your  phot os.  When usi ng t he I D car d,  t r y not  t o cont ami nat e f ood 

cont act  sur f aces wi t h i t .  I n ot her  wor ds,  don' t  pi ck up t he car d 

f r om a di r t y f l oor  and set  i t  on t he bandsaw.  Use anot her  I D car d 

i f  necessar y.  

Four t h,  del i ver  your  phot os t o a r eput abl e commer ci al  

devel oper  and i nsi st  t hat  t he devel oper  r et ur n t hose phot os t o 

you per sonal l y.  We have had t he exper i ence of  someone ot her  t han 

t he f ood saf et y speci al i st  appear i ng at  t he devel oper  and af t er  

gi v i ng t he f ood saf et y speci al i st ' s  name,  spi r i t ed away t he 

phot os.  Be awar e t hat  peopl e ar e capabl e of  pr act i cal l y anyt hi ng 

and act  accor di ngl y.  

A f i nal  wor d about  t he camer a and accessor i es.  We ar e 

cur r ent l y i ssui ng a 35 mm Si ngl e Lens Ref l ex Camer a.  The si ngl e 

l ens r ef l ex means you vi ew t hr ough t he same l ens t hat  you use t o 

t ake phot ogr aph.  Thi s i s t he best  phot ogr aphi c syst em avai l abl e.  

The camer a i s f ur t her  equi pped wi t h an aut omat i c f l ash uni t  and 

most  have macr o l enses.  These camer as ar e r el at i vel y s i mpl e t o 

oper at e and ar e capabl e of  excel l ent  phot ogr aphs.  What  t hey do 

demand i s t hat  t he oper at or s t hor oughl y f ami l i ar i ze t hemsel ves 

wi t h t he cont r ol s of  t he uni t  and l ear n t he pr ocedur es i nvol ved 

i n maki ng t he camer a do what  you want .  
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 Use Of  The Bl ackl i ght  

Some obj ect i onabl e condi t i ons ar e not  easi l y seen wi t h t he naked 

eye,  and may go undet ect ed.  The bl ackl i ght  i s  a usef ul  t ool  i n 

i dent i f y i ng such condi t i ons.  However ,  t he bl ackl i ght  i s  not  

i nf al l i bl e.  Much depends on t he acqui r ed ski l l  and i nt er pr et at i ons 

by t he user .  Many cont ami nant s appear  al most  t he same col or  under  

t he bl ackl i ght .  The f ood saf et y speci al i st  must  be abl e t o 

di f f er ent i at e bet ween col or s.  

The f ol l owi ng i s a par t i al  l i s t  of  condi t i ons whi ch may be 

det ect ed wi t h t he bl ackl i ght :  

1)  Eggs t hat  l ook and smel l  nor mal  can st i l l  be i nf est ed wi t h 

pseudomonas or gani sms.  Cl ust er s of  pseudomonas or gani sms 

f l uor esce a br i l l i ant  gr een and can be i nst ant l y det ect ed and 

di scar ded.  

2)  Dr i ed wat er  l i nes can be det ect ed on l abel s and cont ai ner s of  

f oodst uf f  whi ch have been i mmer sed i n wat er  dur i ng f l oods.  

3)  Yel l owi sh t o bl ue- whi t e on mi l kst one ( dr i ed mi l k r esi due)  

l aden equi pment .  

4)  Br ui ses and r ot  spot s on ci t r us f r ui t s f l uor esce a br i l l i ant  

v i ol et  t hat  st ands out  agai nst  a dar ker  backgr ound of  t he 

heal t hy ski n.  

5)  I n t he case of  seaf ood,  f r esh shr i mp f l uor esce a pur pl e- bl ue 

whi ch changes t o whi t e as spoi l age devel ops.  

6)  Separ at i on of  shel l  f r om shr i mp and cr ab meat  i s easy and f ar  

mor e accur at e wi t h a bl ackl i ght .  Shel l  par t i c l es f l uor esce 

bl ue- whi t e under  t he l i ght s,  enabl i ng r emoval  of  addi t i onal  

amount s of  exoskel et on,  as wel l  as endoskel et on,  not  nor mal l y 

v i s i bl e.  

7)  Ur i ne st ai ns show up i mmedi at el y,  f l uor esci ng bl ue t o 

yel l owi sh whi t e.  

8)  Rodent  ur i ne st ai ns on cl ot h bags and si mi l ar  cont ai ner s show 
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up a bl ue- whi t e col or .  I t  may var y dependi ng on t he col or  of  

t he c l ot h.  

9)  Dr i ed ur i ne f l uor esces bl ui sh t o yel l ow- whi t e;  f r esh ur i ne 

appear s bl ui sh.  

10)  Pur e cr eam f l uor esces br i ght  yel l ow.  Ar t i f i c i al  cr eam appear s 

whi t e i n or di nar y l i ght  and f l uor esces bl ui sh.  

11)  Lar d and r ef i ned pi g f at  f l uor esce bl ue or  v i ol et .  

12)  Gr ease i n cr acks and cr evi ces shows up as shades of  bl ue or  

v i ol et .  

13)  Gr ease f i l ms on cooki ng ut ensi l s f l uor esce a gr eyi sh col or .  

14)  Rodent  hai r s f l uor esce a bl ui sh whi t e.  

15)  Mer cur y t r eat ed wheat  f l uor esces a br i ght  or ange.  

16)  Wal nut s,  hazel nut s and al monds f l uor esce pur pl e t o l i l ac when 

f r esh,  changi ng t o yel l ow or  br own wi t h age.  

17)  Fr esh dr i ed beans f l uor esce a br i ght  gr een.  Ol d ones do not  

r eact .  

18)  Edi bl e mushr ooms f l uor esce a yel l ow or  gr ey;  poi sonous ones,  

br own.  

19)  Pepper  goes f r om a bl ack f l uor esce t o a deep br own wi t h age.  

20)  A gr ay hue r eact i on on washbasi ns i ndi cat es gr ease.  
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I nspect or  Pl anni ng 

Li ke ever yt hi ng el se i n t he Food Saf et y Pr ogr am,  pl anni ng and 

schedul i ng of  t he f ood saf et y speci al i st ' s  wor k i s mor e compl i cat ed 

t han one woul d suspect .  Basi cal l y,  our  pr i mar y dut y i s t o i nspect  

t he f ood est abl i shment s i n our  t er r i t or i es on a r out i ne basi s as 

f ol l ows:  

1)  Food pr ocessi ng pl ant s t hat  manuf act ur e nonhazar dous f oods -  

ever y 6 mont hs.  

2)  Food pr ocessi ng pl ant s t hat  manuf act ur e hazar dous f oods -  

ever y 6 mont hs.  

3)  Fi sh pr ocessor s -  ever y 6 mont hs.  

4)  Food st or age war ehouses 

a.  Mul t i pl e f oods and pr oduce -  ever y 12 mont hs.  

b.  Shel f  st abl e s i ngl e commodi t y ( beer ,  sof t  dr i nks,  snack 

f oods,  et c. )  -  ever y 24 mont hs.  

5)  Food banks and sal vage -  ever y 6 mont hs.  

6)  Super mar ket s and gr ocer i es 

a.  Gr ocer i es wi t hout  f ood pr epar at i on -  ever y 12 mont hs.  

b.  Gr ocer i es wi t h f ood pr epar at i on -  ever y 8 mont hs.  

c.  Gr ocer i es,  i ncl udi ng conveni ence st or es wi t h f ood ser vi ce 

-  ever y 4 mont hs.  

Of  cour se,  t hi s basi c pl an wi l l  var y because some 

est abl i shment s t hat  ar e habi t ual l y v i ol at i ve wi l l  r equi r e mor e 

at t ent i on.  

Ot her  f act or s t hat  must  be wor ked i nt o over al l  pl anni ng ar e 

i nspect i ons i nvol v i ng est abl i shment s under  mut ual  obl i gat i on t o our  

Of f i ce and t he FDA ,  wor ki ng wi t h t r ai nees,  seasonal  wor k,  

di sast er ,  consumer  compl ai nt s,  sur vey sampl es,  i nspect i on of  new 

est abl i shment s,  vacat i ons and mi l i t ar y l eave.  

Taki ng t hese var i ous f act or s i n or der ,  l et  us exami ne each 

mor e cl osel y.  
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1)  I nspect i ons i nvol v i ng est abl i shment s t hat  ar e under  mut ual  

obl i gat i on t o our  Of f i ce and t he FDA ar e schedul ed on a 

bi mont hl y basi s dur i ng wor kpl anni ng sessi ons wi t h t he FDA 

of f i ce i n Ri chmond.  The i nspect i ons ar e schedul ed 

appr oxi mat el y one mont h i n advance and comput er  gener at ed 

cover  sheet s ar e i ssued t o i nspect or s cover i ng al l  mut ual  

obl i gat i on f i r ms t o be i nspect ed f or  t he next  t wo mont hs.  

Joi nt  i nspect i ons ( i nspect i ons t o be conduct ed by bot h FDA and 

our  Of f i ce)  ar e al so schedul ed dur i ng t he mont hl y pl anni ng 

sessi ons and t he agency r esponsi bl e f or  t aki ng t he l ead on t he 

i nspect i on i s det er mi ned at  t hi s t i me.  

2)  Wor ki ng wi t h t r ai nees i n t he past  has cal l ed f or  i nspect i ng a 

wi de var i et y of  est abl i shment s i n or der  t o gi ve t he t r ai nee 

exper i ence and exposur e.  Thi s pol i cy shoul d st i l l  be f ol l owed.  

I f  you have FDA f i r ms you woul d l i ke t o have t he t r ai nee see 

but  t hey ar e not  on your  wor kpl an f or  t he t i me you have t he 

t r ai nee cal l  t he of f i ce pr i or  t o t he t r ai nee' s v i s i t  and we 

wi l l  have t he f i r m( s)  schedul ed.  

3)  I n some t er r i t or i es,  seasonal  wor k r equi r es a gr eat  amount  of  

t he f ood saf et y speci al i st ’ s t i me,  and i t  t akes good 

or gani zat i on t o gi ve t he seasonal  oper at or s al l  of  t he 

at t ent i on t hey need.  Some cat egor i es need mor e at t ent i on t han 

ot her s due t o t he nat ur e of  t he r aw pr oduct  and t he pr ocesses 

i nvol ved;  t her ef or e,  we spend mor e t i me i nspect i ng t omat o and 

f i sh canner i es t han we do i nspect i ng appl e canner i es.  I f  an 

i ndust r y has a ver y shor t  season,  such as peach canner i es,  we 

shoul d st i l l  t r y t o i nspect  t hem at  l east  t wi ce dur i ng t he 

season.  Ot her  seasonal  oper at or s woul d i ncl ude cer t ai n seaf ood 

pr ocessor s,  honey pr ocessor s,  sweet  pot at o and ot her  f r esh 

veget abl e canner i es,  sor ghum mol asses manuf act ur er s,  c i der  

mi l l s ,  mapl e syr up pr ocessor s,  peanut  dr yi ng oper at i ons,  and 
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of  cour se,  t he seasonal  f i el d cr ops t hat  need t o be sampl ed 

f or  har mf ul  r esi dues.  

4)  Di sast er s shoul d be gi ven pr ecedent  over  r out i ne wor k.  I n some 

i nst ances,  i t  i s  necessar y t o spend a week or  mor e wor ki ng a 

di sast er  but  t hi s i s unavoi dabl e and shoul d be consi der ed as 

an i mpor t ant  par t  of  our  wor k.  

5)  Consumer  compl ai nt s shoul d be f ol l owed up as qui ckl y as 

possi bl e ( wi t hi n 10 wor ki ng days f or  a Cl ass I I  compl ai nt  and 

wi t hi n 2 days f or  a Cl ass I  compl ai nt )  by t aki ng a sampl e of  

t he pr oduct  i nvol ved and maki ng an i nspect i on of  t he 

r esponsi bl e est abl i shment  i f  t he compl ai nt  war r ant s such 

act i on.  

6)  Sur vey sampl es ar e r equest ed by t he Of f i ce and shoul d al so be 

wor ked i nt o your  schedul e as soon as possi bl e.  

7)  Sampl es shoul d be t aken ever y week;  so i t  i s  wi se t o pl an on 

r out i nel y t aki ng sampl es dur i ng i nspect i ons,  especi al l y when 

vi ol at i ve condi t i ons ar e i n evi dence.  Thi s t ype of  sampl e i s 

much mor e meani ngf ul  t han sur vey t ype sampl es t aken f or  

r out i ne checks.  Sampl es f or  har mf ul  r esi dues shoul d al so be 

wor ked i nt o t he r out i ne schedul e.  

8)  We shoul d al ways be on t he l ookout  f or  new est abl i shment s i n 

our  t er r i t or i es.  When you see an unf ami l i ar  name on a l ocal  

pr oduct  or  a t r uck del i ver i ng f r om an unf ami l i ar  f i r m,  be sur e 

t o wr i t e down t he name and addr ess and make an i nspect i on when 

you can conveni ent l y wor k i t  i nt o your  pl ans.  

9)  Vacat i ons and mi l i t ar y l eaves must  al so be wor ked i nt o your  

over al l  pl anni ng.  Cer t ai nl y,  i f  you have a season whi ch i s 

especi al l y busy,  you shoul d t ake your  vacat i on dur i ng a mor e 

sl ack t i me,  and i t  woul d not  be wi se t o pl ace vacat i on and 

mi l i t ar y l eave end t o end.  Advance not i ce t o t he Regi onal  

Manager  of  vacat i on pl ans or  mi l i t ar y l eave i s necessar y.  
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The schedul i ng of  i nspect i ons,  and f or  t he most  par t ,  t he way 

you wor k your  t er r i t or y,  i s  l ef t  up t o t he i ndi v i dual  f ood saf et y 

speci al i st .  Ther e i s pr obabl y no one way of  accompl i shi ng t hi s t o 

ever yone' s sat i sf act i on,  because even shor t  r ange pl ans somet i mes 

have t o be r eshuf f l ed ever y f ew days.  Never - t he- l ess,  t her e ar e 

sever al  s i mpl e syst ems bei ng used by t he f ood saf et y speci al i st  

t hat  hel p t o keep your  wor k or gani zed.  

1)  The f i r st  of  t hese i s an i ndex car d syst em.  Car ds ar e made up 

f or  each of  your  pr ocessi ng pl ant s,  war ehouses,  and 

super mar ket s,  and t hese ar e f i l ed i n a car d f i l e behi nd 

mont hl y gui de t abs.  Af t er  an i nspect i on has been made,  t he 

dat e of  t he i nspect i on i s post ed on t he i ndex car d,  and t he 

i ndex car d i s f i l ed behi nd t he mont hl y t ab when r ei nspect i on 

i s due.  At  t he begi nni ng of  t he mont h,  t he f ood saf et y 

speci al i st  pul l s al l  of  t he car ds ear mar ked f or  t hat  mont h and 

ar r anges hi s/ her  i t i ner ar y wi t h emphasi s on gr oupi ng out - of -

t own i nspect i ons.  When a f ood saf et y speci al i st  i s  unabl e t o 

compl et e al l  t he i nspect i ons he has schedul ed f or  a gi ven 

mont h,  he/ she shoul d car r y t hese over  i nt o t he f ol l owi ng mont h 

and gi ve t hem pr ef er ence unt i l  compl et ed.  

2)  Anot her  syst em i s mai nt ai ni ng an act i ve f i l e of  f ol der s t hat  

ar e due f or  i nspect i on.  Thi s i s accompl i shed by per i odi c 

r evi ew of  your  al phabet i c f i l es t o pul l  f ol der s.  Thi s shoul d 

be done at  l east  once a mont h t o hel p hol d down t he si ze of  

t he act i ve f i l e.  The f ol der s of  f i r ms t hat  r equi r e a f ol l ow- up 

i nspect i on ar e al so kept  i n t he act i ve f i l e al ong wi t h f ol der s 

f or  f ol l ow- up sampl es,  consumer  compl ai nt s and r equest s f or  

i nspect i ons of  new f i r ms.  The ent i r e act i ve f i l e i s r evi ewed 

each week bef or e t he i t i ner ar y i s made out  and f ol der s f r om 

i nspect ed f i r ms t hat  do not  r equi r e f ol l ow- ups ar e f i l ed dai l y 

i n t he al phabet i cal  f i l e.  Some f ood saf et y speci al i st  mar k t he 
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dat es of  al l  i nspect i ons on t he f ace of  t he f ol der  t o 

f aci l i t at e r evi ew.  We al so suggest  t hat  al l  f ood saf et y 

speci al i st  use t hei r  cal endar  books when maki ng appoi nt ment s 

and l i s t i ng dat es f or  f i el d hear i ngs,  cour t  cases,  et c.  

3)  Our  dat a pr ocessi ng capabi l i t i es,  bot h i n conj unct i on wi t h t he 

Dat e Pr ocessi ng Uni t  ( DPU)  of  FDA and our  own Aut omat ed Dat a 

Pr ocessi ng ( ADP)  syst em,  can be a ver y usef ul  pl anni ng t ool  

f or  f ood saf et y speci al i st .  Usi ng t hese syst ems a f ood saf et y 

speci al i st  can t r ack al l  hi s/ her  f i r ms and schedul e t hem f or  

pr oper  f ol l ow- up.  Consequent l y t he f ood saf et y speci al i st  wi l l  

r ecei ve mont hl y pr i nt out s of  t he f i r ms t hat  need i nspect i on 

t hat  mont h.  Usi ng t hese pr i nt out s t he f ood saf et y speci al i st  

can schedul e hi s/ her  wor k ef f ect i vel y and ef f i c i ent l y.  The ADP 

syst em al so pr ovi des us wi t h t he necessar y summar i es f or  t he 

annual  r epor t .  Ther e ar e many ot her  t hi ngs t hat  go i nt o 

pl anni ng such as:   

1)  Ut i l i z i ng your  t i me t o t he best  advant age.   

2)  Keepi ng adequat e suppl i es i n your  car  at  al l  t i mes.  

3)  Keepi ng your  camer a,  bl ackl i ght ,  t ypewr i t er  and/ or  

comput er ,  pr i nt er ,  f l ashl i ght ,  caust i c k i t  and aut omobi l e 

i n good r epai r .  A smal l  t hi ng l i ke car r y i ng spar e 

f l ashl i ght  bul bs and bat t er i es i n your  car  can save hour s 

of  t i me when t her e ar e no st or es near by.  
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The Tr ai ni ng Pr ogr am 

Our  t r ai ni ng pr ogr am i s bui l t  ar ound a f our  t o s i x mont h on-

t he- j ob t r ai ni ng per i od.  Dur i ng t hi s t i me,  t he new empl oyee wor ks 

wi t h var i ous f ood saf et y speci al i st s and manager s t hr oughout  t he 

st at e on a weekl y basi s.  Mont hl y t r ai ni ng schedul es ar e set  up,  

i ndi cat i ng t he weeks t o be wor ked and t he f ood saf et y speci al i st s 

t o be wor ked wi t h,  and ar e suppl i ed t o al l  par t i es i nvol ved i n 

advance so t hat  al l  necessar y ar r angement s ( meet i ng t i me and pl ace,  

hot el  accommodat i ons,  et c. )  can be made.  

The f i r st  st age of  t he t r ai ni ng per i od i s spent  l ear ni ng,  t he 

paper wor k,  t he pol i c i es,  and t he r et ai l  por t i on of  t he wor k.    The 

new empl oyee wi l l  spend appr oxi mat el y one or  t wo days i n t he 

Ri chmond of f i ce f ami l i ar i z i ng hi msel f  wi t h t he var i ous l aws,  r ul es 

and r egul at i ons i nvol ved i n Food Saf et y Pr ogr am,  Depar t ment  and 

Sect i on Pol i c i es and Pr ocedur es,  var i ous f or ms of  paper wor k.    The 

f i r st  week t he new empl oyee wi l l  begi n wor ki ng wi t h f ood saf et y 

speci al i st s and obser vi ng t hei r  day- t o- day act i v i t i es i n r et ai l  

f ood est abl i shment s.  Dur i ng t hi s t i me,  t he f ood saf et y speci al i st s 

wi l l  be expl ai ni ng t he var i ous oper at i ons,  t he condi t i ons obser ved 

and how t hese condi t i ons r el at e t o t he Vi r gi ni a Food Laws.  As t he 

new empl oyee becomes f ami l i ar  wi t h t hese act i v i t i es,  she/ he wel l  

begi n t o handl e por t i ons of  t he i nspect i on and paper wor k on her / hi s 

own under  super vi s i on of  t he f ood saf et y speci al i st .  At  t hi s t i me 

t he new empl oyee begi ns t o move i nt o t he second st age of  her / hi s 

t r ai nee per i od.  

Dur i ng t he second st age of  t r ai ni ng,  t he new empl oyee wi l l  be 

wor ki ng al ong si de and compar i ng not es wi t h t he f ood saf et y 

speci al i st  concer ni ng t he obser ved obj ect i onabl e condi t i ons.  The 

new empl oyee shoul d al so be composi ng t he maj or i t y of  t he paper wor k 

at  t hi s st age wi t h some assi st ance f r om t he f ood saf et y speci al i st .  

Thi s second st age shoul d be a t i me f or  t he " pi eces of  t he puzzl e"  
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t o begi n r eal l y f al l i ng i nt o pl ace as f ar  as i nspect i on,  paper wor k 

and how condi t i ons r el at e t o t he Vi r gi ni a Food Laws.    

Some t i me bet ween t he second and t hi r d st age t he new empl oyee 

wi l l  begi n t o i nspect  f ood manuf act ur i ng f i r ms and f ood war ehouses.  

 The f ood saf et y speci al i st  shoul d be ver y speci f i c  as t o t he 

r egul at i ons t hat  ar e enf or ced i n t hese t ypes of  est abl i shment s.   I f  

possi bl e,  t r y t o do onl y t he manuf act ur i ng and f ood war ehouses so 

t hat  t he new empl oyee does not  t r y t o enf or ce t he r et ai l  

r egul at i ons i n t hese est abl i shment s.  

Dur i ng t he f i nal  st age of  t r ai ni ng,  t he new empl oyee wi l l  be 

handl i ng t he i nspect i on of  al l  t he di f f er ent  t ypes of  

est abl i shment s and di scussi ng wi t h management  on her / hi s own wi t h 

l i t t l e or  no assi st ance f r om t he f ood saf et y speci al i st .  The f ood 

saf et y speci al i st  however ,  wi l l  be obser vi ng t he act i ons,  

t echni ques and knowl edge devel oped by t he new empl oyee i n or der  t o 

det er mi ne when she/ he i s r eady t o be r el eased f r om t r ai ni ng and 

abl e t o assume her / hi s own t er r i t or y.  

At  t hi s poi nt  i n t i me,  t he newl y t r ai ned f ood saf et y 

speci al i st  wi l l ,  by no means be a " pol i shed pr of essi onal "  but  

shoul d be abl e t o adequat el y car r y out  t he dut i es of  a f ood saf et y 

speci al i st .  The f i ne poi nt s of  t he j ob can be l ear ned onl y by 

gai ni ng exper i ence whi l e wor ki ng al one and t he exper i ence can onl y 

come wi t h t i me and pat i ence.  

A copy of  t he New Empl oyee Eval uat i on f or m and i nst r uct i ons 

ar e i ncl uded on t he f ol l owi ng pages.  
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TRAI NER 

The f ood saf et y speci al i st  shoul d sel ect  chal l engi ng f i r ms i n 

t he t ype of  est abl i shment s assi gned f or  t he t r ai ni ng week ( r et ai l ,  

manuf act ur i ng pl ant s or  bot h) .   The new empl oyee wi l l  have an 

eval uat i on summar y of  pr evi ous t r ai ni ng t hat  t he f ood saf et y 

speci al i st  wi l l  r evi ew at  t he begi nni ng of  t he week.   Af t er  

r evi ewi ng t hese summar i es he/ she mi ght  want  t o adj ust  t he wor k 

schedul e t o cover  cer t ai n ar eas t hat  have not  been cover ed or  not ed 

as needi ng wor k.   

The f ood saf et y speci al i st  shoul d r evi ew  t he obser vat i ons 

wi t h t he new empl oyee what  r egul at i on and sect i on i s  v i ol at ed and 

t he l aw and t he sect i on( s) .   The f ood saf et y speci al i st  shoul d al so 

go over  t he di f f er ent  sect i ons of  t he Fi el d Oper at i ons Manual  ( FOM)  

wi t h t he new empl oyee.  

At  t he end of  t he week t he f ood saf et y speci al i st  must  go over  

t he week’ s pr ogr ess t o poi nt  out  ar eas t hat  wer e st r ong and ar eas 

t hat  need i mpr ovement .   An Eval uat i on For m wi l l  be f i l l ed out  

dur i ng t hi s di scussi on f or  t he new empl oyee t o keep i n t hei r  

Eval uat i on Not ebook.   I n t he summar y ar ea i ndi cat e one or  t wo 

t hi ngs t hat  f ol l owi ng f ood saf et y speci al i st  need t o wor k on wi t h 

t he new empl oyee.   The same eval uat i on f or m wi l l  be sent  t o t he 

of f i ce except  t hat  t he nar r at i ve summar y par t  needs t o be i n mor e 

det ai l .  

New Empl oyee 

The new empl oyee shoul d cont act  t he f ood saf et y speci al i st  at  

t he end of  t he week bef or e wor ki ng wi t h t hem ( bef or e t he weekend) .  

The new empl oyee shoul d gi ve t he f ood saf et y speci al i st  t hei r  

Eval uat i on Not ebook t he f i r st  day so t hat  he/ she can make  

adj ust ment s t o meet  your  t r ai ni ng needs.  
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The new empl oyee shoul d ask f or  addi t i onal  copi es of  paper wor k 

f or  t hei r  not ebook when t he obser vat i ons ar e unusual ,  t he t ype of  

est abl i shment  i s di f f er ent ,  di f f er ent  sampl es ar e col l ect ed,  et c.   

These wi l l  hel p you whi l e you ar e l ear ni ng.  Al so,  you can mar k on 

t hem t he sect i ons of  t he l aws and r egul at i ons cor r espondi ng t o t he 

obser vat i on.  
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 EVALUATION FORM 

TRAI NER:  

NEW EMPLOYEE:  

DATES:   

FI RMS VI SI TED:   

 

 

 

EQUI PMENT USED:  

 

 
Comput er  and 

pr i nt er  

 
 

 
           Sani t i zer  t est  

            s t r i ps 

 
 

 
     Test  k i t  f or  c l .     

     r esi due i n wel l s    

 
 

 
Camer a  

 
 

 
           Egg Li ght  

 
 

 
     Ther m. / cal i br at i ng 

 
 

 
Si eve set  

 
 

 
           Bl ack l i ght  

 
 

 
 

 
 

 
Caust i c k i t   

 
 

 
          Ot her  ( speci f y)  

 
 

 
 

 
 

 

 

FORMS USED:  

 
I nspect i on Repor t  

 
 

 
      FDA 481 

 
 

 
       Ot her  ( speci f y)  

 
 

 
Sampl e Col l ect i on 

 
 

 
      FDA 2966( � sheet )  

 
 

 
 

 
 

 
Sei zur e/ Rel ease 

 
 

 
      NLEA ( � sheet )  

 
 

 
 

 
 

 
* Expense Account  

 
 

 
      Pi ct ur e Mount i ng 

 
 

 
 

 
 

 
* Mi l age Repor t  

 
 

 
      Compl ai nt  

 
 

 
 

 
 

 
* Leave For m 

 
 

 
      Ser vi ce Sampl e 

 
 

 
 

 
 

 

*  must  be r evi ewed by t r ai ner  

 

SAMPLE ( I NDI CATED THE NUMBER COLLECTED)  
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Bact er i ol ogi cal                        wat er  ( p/ a)    

 
Fi l t h  

 
 

 
                     wat er  ( mpn)   

 
 

 
St andar ds  

 
 

 
                     wat er ( met al s/ t r ace or gani cs 

 
 

 
Resi due ( sch.  I )  

 
 

 
                     wat er ( bact er i a/ bot t l ed wat er )  

 
 

 
Resi due( sch.  I I )  

 
 

 
                     mi sbr andi ng  

 
 

 
Resi due( sch.  I I I )  

 
 

 
                    asept i c  

 
 

 
I n Li ne  

 
 

 
                    ot her  ( speci f y)   

 
 

 

 
Di d t he new empl oyee pr epar e & pack t he sampl es f or  shi ppi ng? 

 
 

 
Whi ch cour i er  di d you use t o shi p t he sampl es? 

 
 

 

LAWS REVI EWED:  

 

 
Food Law 

 
 

 
Egg  Law 

 
 

 
Appl e  Laws 

 
 

 
Vi negar  Law 

 
 

 

REGULATI ONS REVI EWED AND SECTI ONS:  

 

 
Ret ai l  

 
 

 
I nf ant  f or mul a 

 
 

 
Gr ound Beef  

 
 

 
Sausage 

 
 

 
Car bonat ed & St i l l  Wat er  Bot t l i ng Pl ant s & Bev.  

 
 

 
Human Consumpt i on 

 
 

 

 

MANUALS AND REFERENCE MATERI ALS USED:  
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I nspect or s manual  

 
 

 
              FDA i nvest i gat i on manual  

 
 

 
Appl e manual  

 
 

 
              Mont hl y wor k pl ans 

 
 

 
FDA Pr oduct  Code Book 

 
 

 
              Mont hl y OAI  sheet  

 
 

 
Anal yt i cal  Cat al og 

 
 

 
              Pest i c i de sampl i ng sheet  

 
 

 

FI ELD OPERATI ONS MANUAL PROCEDURES ( FOM) :  LI ST SECTI ONED COVERED 

 

 

I NSTRUCTOR’ S NARRATI VE EVALUATI ON OF TRAI NEE:  
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 Label i ng Food Pr oduct s 

Dur i ng each i nspect i on of  a f ood est abl i shment  wher e f ood 

pr oduct s ar e l abel ed and sol d i n package f or m,  t he f ood saf et y 

speci al i st  shoul d det er mi ne t he exact  i ngr edi ent s bei ng used i n t he 

f i ni shed pr oduct .  

Each l abel  shoul d be car ef ul l y r evi ewed t o det er mi ne i f  t he 

pr oduct  i s mi sbr anded.  A pr oduct  shal l  be deemed mi sbr anded  

( §3. 1- 396 of  t he Vi r gi ni a Food Laws) :  

a)  I f  i t s  l abel i ng i s f al se or  mi sl eadi ng i n any par t i cul ar .  

b)  I f  t he pr oduct  i s of f er ed f or  sal e under  t he name of  anot her  

f ood.  

c)  I f  i t  i s  an i mi t at i on of  anot her  f ood,  unl ess i t s l abel  bear s,  

i n t ype of  uni f or m si ze and pr omi nence t he wor d " i mi t at i on"  

and i mmedi at el y t her eaf t er ,  t he name of  t he f ood i mi t at ed.  

d)  I f  i t s  cont ai ner  i s so made,  f or med,  or  f i l l ed as t o be 

mi sl eadi ng.  

e)  I f  i n package f or m,  unl ess i t  bear s a l abel  cont ai ni ng 

1.  The name and addr ess of  manuf act ur er ,  packer ,  or  

di st r i but or .  

2.  The name of  t he ar t i c l e.  

3.  An accur at e st at ement  of  t he quant i t y of  cont ent s i n 

t er ms of  wei ght ,  measur e or  numer i cal  count .  

4.  I n case i t  i s  f abr i cat ed f r om t wo or  mor e i ngr edi ent s,  

t he common or  usual  name of  each i ngr edi ent  ( except  

cer t ai n pr oduct s whi ch have a pr escr i bed st andar d of  

i dent i t y) .  

Thi s cover s t he basi c concept s of  f ood pr oduct  l abel i ng.  Ther e 

ar e many var i at i ons whi ch you wi l l  l ear n about  dur i ng t he t r ai ni ng 

pr ogr am and af t er .  Remember ,  t he under l y i ng pur pose of  our  l abel i ng 

pr ogr am i s t o pr event  t he economi c decept i on of  t he consumer .  When 

you encount er  a pr obl em you ar e unsur e of ,  cal l  your  super vi sor  or  
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submi t  a l abel  f or  r evi ew.  

Nut r i t i onal  l abel i ng i s r equi r e on most  r et ai l  f ood  packages.  

 Bel ow ar e l i s t ed cat egor i es pr ovi di ng exempt i ons or  speci al  

pr ovi s i ons f or  nut r i t i on l abel i ng.   A f ood package l oses t hose 

exempt i ons,  whi ch ar e ast er i sked,  i f  a nut r i t i on c l ai m i s made or  

nut r i t i on i nf or mat i on i s pr ovi ded:  

1.  Manuf act ur ed by smal l  busi ness 

2.  Food ser ved i n r est aur ant ,  et c.  or  del i ver ed t o homes 

r eady f or  i mmedi at e consumpt i on.  

3.  Del i cat essen- t ype f ood,  baker y pr oduct  and conf ect i ons 

t hat  ar e sol d di r ect l y t o consumer  f r om t he l ocat i on wer e 

t hey ar e pr epar ed.  

4.  Foods t hat  pr ovi de no si gni f i cant  nut r i t i on such as 

i nst ant  cof f ee ( pl ai n,  unsweet ened)  and most  spi ces.  

5.  I nf ant  f or mul a and i nf ant  and j uni or  f oods t o 4 year s 

( modi f i ed l abel  pr ovi s i ons f or  t hese cat egor i es) .  

6.  Di et ar y suppl ement s of  v i t ami ns and mi ner al s ( exempt i on 

does not  appl y t o di et ar y suppl ement s i n convent i onal  

f ood f or m) .  

7.  Medi cal  f oods.  

8.  Bul k f oods shi pped f or  f ur t her  pr ocessi ng or  packagi ng 

bef or e r et ai l  sal e.  

9.  Fr esh pr oduce and seaf ood depar t ment s i n gr ocer y st or es 

( vol unt ar y l abel i ng pr ogr am usi ng pl acar ds cover s t hese 

f oods) .  

10.  Si ng- i ngr edi ent  f i sh or  game meat  may be l abel ed on basi s 

of  3 ounce cooked por t i on ( as pr epar ed) .   Cust om-

pr ocessed f i sh and game ar e exempt  f r om nut r i t i onal  

l abel i ng 

11.  Cer t ai n egg car t ons ( nut r i t i on i nf or mat i on i nsi de l i d or  

on i nser t  i n car t on) .  
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12.  Packages l abel ed “ Thi s uni t  not  l abel ed f or  r et ai l  sal e”  

wi t hi n mul t i uni t  package,  and out er  wr apper  bear s al l  

r equi r ed l abel  st at ement .  

13.  Sel f - ser vi ce bul k f oods-  nut r i t i on l abel i ng by pl acar d,  

or  on or i gi nal  cont ai ner  di spl ayed cl ear l y i n v i ew.  

14.  Donat ed f ood t hat  i s gi ven f r ee ( not  sol d)  t o t he 

consumer .  
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Pr epar at i on For  Cour t  

I f  i t  i s  necessar y t o i ni t i at e l egal  act i on agai nst  a f i r m,  

t he f ood saf et y speci al i st  must  be a wel l  pr epar ed wi t ness.  Pr i or  

t o t he t r i al  dat e,  he/ she shoul d be sur e t hat  hi s/ her  f i l es ar e up 

t o dat e and i n chr onol ogi cal  or der  accor di ng t o dat es of  

i nspect i on,  et c.  The f ood saf et y speci al i st  shoul d r evi ew hi s/ her  

f i l es and not es and become ver y f ami l i ar  wi t h t he f act s i n t he 

case.  The f ood saf et y speci al i st ' s  f i l e and ot her  per t i nent  

i nf or mat i on shoul d be avai l abl e at  t he t r ai l .  

When t est i f y i ng,  t he f ood saf et y speci al i st  shoul d al ways 

di r ect  hi s/ her  t est i mony t o t he j udge or  j ur or s i n case of  a j ur y 

t r i al .  I t  i s  i mpor t ant  t o r emember  t hat  t he j udge or  t he j ur y wi l l  

make t he f i nal  deci s i on.  

The f ood saf et y speci al i st  shoul d gi ve c l ear ,  di st i nct ,  

conci se,  and posi t i ve answer s on t he wi t ness st and.  You shoul d 

never  be evasi ve when answer i ng quest i ons.  You shoul d answer  t he 

speci f i c  quest i on asked by t he cour t  and no mor e.  I f  you do not  

under st and a quest i on asked by t he cour t ,  t hen you shoul d ask f or  

t he quest i on t o be r epeat ed.  

The f ol l owi ng l i s t ed i t ems ar e what  one Vi r gi ni a c i r cui t  cour t  

j udge says ar e i mpor t ant  i n pr esent i ng a case:  

1.  Tel l  t he t r ut h.  

2.  Have conf i dence i n your  case.  

3.  Gi ve posi t i ve answer s.  

4.  Wi t ness must  be i nf or med and pr epar ed.  

5.  Wi t ness must  l i s t en t o t he quest i ons.  

6.  I f  you do not  know t he answer ,  say " I  do not  know"  

7.  Never  get  angr y on t he st and.  

8.  Must  be abl e t o pr ove t her e has been a v i ol at i on t hr ough 

f act s.  

9.  I mpr essi on made on t he wi t ness st and i s ver y i mpor t ant .  

10.  Be neat l y dr essed.  
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11.  Be cour t eous.  
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 Di sast er  Pr ocedur es 

The f ood saf et y speci al i st  must  be al er t  and on t he l ookout  

f or  di sast er s i n hi s/ her  assi gned t er r i t or y and check al l  r epor t s 

of  f l oodi ng,  f i r e,  wr ecks,  power  f ai l ur e and expl osi ons t hat  coul d 

i nvol ve f ood pr oduct s.  News medi a wi l l  pr obabl y be your  best  sour ce 

of  i nf or mat i on,  but  your  cont act s wi t h l ocal  heal t h depar t ment s,  

f i r e depar t ment s,  pol i ce depar t ment s,  and emer gency ser vi ces,  can 

al so be hel pf ul .  

When t he f ood saf et y speci al i st  l ear ns of  a di sast er  i nvol v i ng 

f ood pr oduct s,  he/ she shoul d get  t o t he l ocat i on as soon as 

possi bl e.  The ent i r e sal vage and/ or  dest r uct i on shoul d be under  t he 

super vi s i on of  t he f ood saf et y speci al i st  i f  at  al l  possi bl e.  

I t  i s  especi al l y i mpor t ant  t hat  t he f ood saf et y speci al i st  

ar r i ve on t he scene bef or e any f oodst uf f s can be moved or  

r el ocat ed.  The f ood saf et y speci al i st  shoul d cont act  t he owner  or  

cust odi an of  t he f oodst uf f  and make a f or mal  sei zur e of  t hem unl ess 

t he f oods can be sani t i zed,  denat ur ed and/ or  dest r oyed i mmedi at el y.  

The sei zur e shoul d be made out  accor di ng t o t he best  est i mat e 

avai l abl e as t o t he amount  of  f oodst uf f  i nvol ved.  

I t  shoul d be det er mi ned as t o whet her  any f oodst uf f s have been 

r emoved f r om t he st r i cken ar ea,  and i f  so al l  avai l abl e i nf or mat i on 

shoul d be not ed f or  f or war di ng t o t he of f i c i al s i n char ge of  t he 

ar ea t o whi ch t he f oods wer e shi pped.  The pr obabl e ar r i val  dat e 

shoul d be i ncl uded i n t hi s i nf or mat i on.  

The of f i ce shoul d be cont act ed i f  i t  appear s t hat  addi t i onal  

f ood saf et y speci al i st s wi l l  be needed t o handl e t he s i t uat i on.  

The pol i ce aut hor i t y havi ng j ur i sdi ct i on shoul d be cont act ed 

f or  possi bl e guar d dut y i f  i t  i s  consi der ed necessar y.  

The pr oper  di sposal  of  unsal vageabl e mat er i al ,  especi al l y 

per i shabl es,  shoul d pr oceed wi t hout  del ay.  The mat t er  shoul d be 

handl ed on consent  of  t he owner .  Bact er i ol ogi cal  exami nat i on of  
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f oodst uf f s wi l l  not  be necessar y t o pr ove t hei r  cont ami nat i on when 

t he act ual  physi cal  f act s ar e suf f i c i ent  upon whi ch t o base 

j udgement .  

I t  i s  best  t o secur e t he i mmedi at e dest r uct i on of  al l  pr oduct s 

t hat  cannot  be saf el y r econdi t i oned or  sal vaged because as t i me 

passes,  owner s of  damaged st ock f i nd excuses t o del ay.  Quest i onabl e 

at t empt s at  r econdi t i oni ng ar e made,  new pl ans f or  sal vage ar e 

devi sed and wor st  of  al l  unscr upul ous sal vage mer chant s and 

i nsur ance adj ust or s make cont act  and at t empt  t o c i r cumvent  t he l aw.  

Pr oduct s t o be dest r oyed shoul d be t aken t o t he near est  publ i c 

dump.  ( I f  a publ i c dump i s not  conveni ent ,  pr i vat e ar r angement s may 

have t o be made. )  The f ood saf et y speci al i st  shoul d cont act  t he 

per son i n char ge of  t he dump and ask hi m/ her  t o cr ush t he 

f oodst uf f s so t hat  t hey cannot  be dug up by scavenger s.  I f  t he 

f oods cannot  be dest r oyed by cr ushi ng,  t hey may be deepl y bur i ed.  

Bur ni ng i s ver y r i sky and i s not  r ecommended.  Never  use gasol i ne t o 

st ar t  a f i r e.  

Many pr oduct s can be r el eased f or  unsuper vi sed sal vage 

oper at i ons i f  pr oper l y denat ur ed i n such a manner  t hat  t hey cannot  

be used f or  human f ood.  Tankage,  f i sh oi l ,  char coal  or  mi xt ur e of  

ot her  damaged f oodst uf f s ( such as mol asses i nt o cer eal )  shoul d be 

added i n such amount s t hat  t her e i s no l i kel i hood of  use of  t he 

denat ur ed f ood f or  human consumpt i on.  

When a pr oduct  has been pr oper l y denat ur ed,  i t  needs no 

f ur t her  super vi s i on.  Denat ur i ng shoul d be i nsi st ed upon i nsof ar  as 

pr act i cal  i n or der  t o r el ease per sonnel  f r om super vi sor y wor k of  

sal vagi ng undenat ur ed pr oduct s.  

What  mer chandi se shoul d be dest r oyed? Anyt hi ng t hat  cannot  be 

r econdi t i oned or  has no sal vage val ue.  Some pr oduct s t hat  cannot  

saf el y be cl eaned f or  human consumpt i on ar e:  l et t uce,  cabbage,  

cel er y,  cof f ee,  t ea,  f l our ,  meal  and ot her  cer eal s,  conf ect i oner y,  
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nut s,  et c.  

Sal vage and r econdi t i oni ng oper at i ons shoul d be st ar t ed as 

soon as possi bl e af t er  t he di sast er  i n or der  t o mi ni mi ze economi c 

l oss.  They shoul d be per f or med at  t he pl ace wher e damage occur r ed.  

Legal l y,  we ar e onl y concer ned wi t h human f oods,  but  when such 

i t ems as paper  pl at es,  paper  cups,  and f ood wr appi ng mat er i al s ar e 

f ound t o be cont ami nat ed,  we shoul d advi se management  of  t he 

pot ent i al  danger s i nvol ved.  As f or  f oods,  l et  us br eak t hem down 

i nt o t he f ol l owi ng cat egor i es:  

1)  Fl ood damaged f oods:  Al l  f ood i t ems t hat  have been i mmer sed i n 

f l ood wat er s,  except  undamaged cans wi t h sound doubl e seams or  

t he equi val ent ,  shoul d be ei t her  dest r oyed,  denat ur ed,  or  

r epr ocessed i n such a manner  t hat  t he pr oduct  i s r ender ed f r ee 

of  cont ami nat i on.  Judgement  must  be exer ci sed,  however ,  and 

onl y pr oduct s whi ch have been pr ot ect ed f r om gr oss 

cont ami nat i on shoul d be r epr ocessed.  For  exampl e,  peanut  oi l  

whi ch was st or ed i n bul k t i ns wi t h onl y a pr essur e t ype seal  

on t he pour  spout  coul d be r epr ocessed.  Canned goods wi t h 

scr ew t ype l i ds and bot t l ed sof t  dr i nks shoul d be dest r oyed.  

I t  woul d be possi bl e t o compl et el y r epr ocess some i t ems wi t h 

scr ew t ype l i ds at  a canner y,  but  unl ess a l ar ge l ot  was 

i nvol ved,  i t  woul d not  be economi cal l y f easi bl e.  Those i t ems 

above t he wat er  l evel ,  unl ess t hey have been spl ashed or  

unl ess t hey ar e i t ems whi ch r equi r e r ef r i ger at i on,  shoul d be 

sat i sf act or y.  

2)  Fi r e damaged f oods:  Tr y t o ascer t ai n t he degr ee of  heat  t hat  

was i nvol ved and t he l engt h of  t i me t hat  t hi s heat  was 

sust ai ned.  Bel ow i s a l i s t  of  mel t i ng poi nt s of  var i ous 

subst ances t hat  shoul d assi st  you i n det er mi ni ng t he degr ee of  

heat .  I f  t he f ood cont ai ner s have been scor ched or  heavi l y 

damaged i n any ot her  way,  t hey shoul d be dest r oyed.  Ver y of t en 
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cases of  f ood wi l l  be packed t i ght l y t oget her ,  however ,  and 

t he cases i n t he mi ddl e of  t he st ack may be sal vageabl e.  I f  

t her e i s any quest i on i n your  mi nd,  a bact er i ol ogi cal  sampl e 

shoul d be t aken and t he pr oduct  shoul d be anal yzed bef or e i t  

i s  r el eased.  I n a sever e f i r e t hat  i nvol ves l oss of  el ect r i cal  

power ,  usual l y al l  f r ozen f ood,  meat  pr oduct s,  dai r y pr oduct s,  

and pr oduce have t o be dest r oyed.  Of  cour se,  i t  i s  per mi ssi bl e 

f or  a r ender i ng company t o pi ck up meat s and meat  pr oduct s,  

but  unl ess t he meat s ar e i n advance st ages of  decomposi t i on,  

i t  woul d be a good i dea t o denat ur e t hem i n some manner .  

 

The det er mi nat i on of  whi ch f oods ar e sal vageabl e and whi ch ar e 

not  r equi r es t he exer ci se of  j udgement  on t he par t  of  t he f ood 

saf et y speci al i st .  

Each case i s di f f er ent  i n as much as each f i r e i s di f f er ent .  

When you ar r i ve on t he scene of  t he f i r e t r y t o det er mi ne as much 

as you can about  t he nat ur e of  t he f i r e and t he ext i ngui shment  

pr act i ces empl oyed.  The mel t i ng poi nt s gi ven i n t hi s sect i on can 

gi ve you some i dea as t o t he i nt ensi t y of  t he heat .  Anot her  

quest i on t o answer  i s what  bur ned.  Bur ni ng pl ast i cs,  chemi cal s,  

pest i c i des,  et c.  gi ve of f  noxi ous f umes and woul d make smoke damage 

much mor e si gni f i cant  t han i t  woul d be i f  onl y or di nar y 

combust i bl es such as wood,  c l ot h and paper  f uel ed t he f l ames.  I n 

assessi ng smoke damage you woul d want  t o det er mi ne i f  t he cont ai ner  

of  t he f ood pr oduct  woul d r esi st  t he passage of  smoke vapor s or  

woul d i t  per mi t  t hem t o cont ami nat e t he pr oduct .  I f  you det er mi ne 

t hat  t he pr oduct  packagi ng woul d def eat  smoke penet r at i on t hen your  

next  quest i on i s can t he smoke and soot  be adequat el y r emoved f r om 

t he cont ai ner .  I f  i t  can t hen t he pr oduct  may be sal vageabl e.  

Anot her  quest i on t o answer  i s what  was used t o ext i ngui sh t he 

f i r e? I n most  cases i t  i s  wat er .  However ,  t he sour ce of  t he wat er  

i s i mpor t ant .  I n most  c i t i es wat er  suppl i ed t o f i r e hydr ant s comes 



 
 82 

f r om t he ci t y wat er  mai ns and i s pot abl e.  However ,  i n most  r ur al  

f i r es,  t he wat er  i s suppl i ed f r om cr eeks,  ponds,  et c.  and must  be 

consi der ed cont ami nat ed.  Thi s woul d af f ect  your  j udgement  on f ood 

pr oduct s subj ect  t o cont act  by t he wat er .  I n i nst ances wher e 

chemi cal s wer e used t o f i ght  t he f i r e,  t hen of  cour se you shoul d be 

war y of  any f ood i t ems t he chemi cal s cont act ed.  

As you can see,  t he eval uat i on of  f oods i nvol ved i n a f i r e f or  

sal vage i s a di f f i cul t  pr ocedur e.  Ther e i s no set  r ul e of  t humb t o 

go by.  Be gui ded by t he quest i on " has t he pr oduct  been 

cont ami nat ed?"  Once you answer  t hi s quest i on t hen you can wor k down 

t hr ough t he quest i ons " can t he pr oduct  be cl eaned and sal vaged" ,  

" how can t he pr oduct  be cl eaned and sal vaged'  and " does t he f i r m 

have t he f aci l i t i es t o do t he j ob" .  By expl or i ng each of  t hese 

quest i ons i n det ai l  you shoul d be abl e t o r each a sat i sf act or y 

di sposi t i on f or  pr oduct s i nvol ved i n f i r es.  

Mel t i ng Poi nt s of  Var i ous Subst ances 

WAX    -  150º F 

PLASTI CS   -  300º F 

LEAD OR SOLDER  -  620º F 

ALUMI NUM   -  1214º F 

GLASS   -  1300 -  1400º F 

COPPER   -  1943º F 

STEEL   -  2532º F 

HARD STEEL  -  2687º F 

3)  Foods i n expl osi ons:  Expl osi ons gener at e a l ot  of  dust  and 

pr essur e.  They can al so demol i sh mechani cal  r ef r i ger at i on 

equi pment .  Check f or  damaged cont ai ner s,  dust  and ot her  

f or ei gn mat t er  i n any open cont ai ner s,  and make sur e t hat  

r ef r i ger at i on i s adequat e.  

4)  Power  Fai l ur e:  When an i ce st or m or  some ot her  i nci dent  causes 

l oss of  power  t o an ar ea,  al l  of  t he f ood est abl i shment s wi t h 

r ef r i ger at ed or  f r ozen f oods shoul d be checked.  I f  dr y i ce i s 

used on f r ozen f oods bef or e t haw,  and i f  t hey keep suf f i c i ent  

dr y i ce on t he pr oduct s unt i l  power  i s r est or ed,  t hen t hey 
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shoul d be sat i sf act or y.  Once hi ghl y per i shabl e f r ozen f oods 

such as meat s,  poul t r y,  seaf ood,  cr eam,  f i l l ed past r i es,  et c.  

have compl et el y t hawed,  t hey shoul d not  be r ef r ozen f or  sal e 

t o consumer s;  t hese f oods shoul d ei t her  be used i mmedi at el y,  

dest r oyed or  denat ur ed.  Ot her  r ef r i ger at ed f oods shoul d be 

mai nt ai ned bel ow 45º  F.  Be sur e t o caut i on deal er s usi ng dr y 

i ce t hat  C02 gas wi l l  set t l e and depl et e t he oxygen i n 

r ef r i ger at ed cases and wal k- i n f r eezer s.  

5)  Tr ai n and t r uck wr ecks:  Check al l  f oods f or  cont ai ner  damage 

whi ch coul d l ead t o possi bl e cont ami nat i on.  Ver y of t en i n 

wr ecks,  you wi l l  f i nd spi l l ed gasol i ne,  di esel  f uel ,  or  

chemi cal s and cont ami nat ed wat er  f r om f i r e f i ght i ng equi pment .  

I f  t her e i s any quest i on i n your  mi nd about  t he saf et y of  t he 

pr oduct ,  t r y t o have t he pr oduct s dest r oyed or  sei ze t he 

pr oduct s and cont act  t he of f i ce.  
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 I nt er st at e Movement  of  Foods 

Usual l y,  f oods t o be sal vaged shoul d be cl eaned and sani t i zed 

on t he pr emi ses under  our  super vi s i on,  but  i n some i nst ances we 

wi l l  al l ow unsani t i zed f oods t o be moved t o anot her  l ocat i on wi t hi n 

t he st at e t o be sani t i zed.  When t hi s t akes pl ace,  an accur at e count  

of  t he goods i nvol ved shoul d be made,  t he cont ai ner  and/ or  t he 

vehi c l e used i n shi pment  shoul d be seal ed,  pr ovi s i ons shoul d be 

made f or  an f ood saf et y speci al i st  t o wi t ness t he cl ean up or  

r epr ocessi ng oper at i on at  t he dest i nat i on,  and you shoul d cont act  

t he of f i ce pr i or  t o shi pment .  
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 I NTERSTATE SHI PMENT OF DAMAGED FOOD PRODUCTS 

On occasi on we get  r equest s f r om sal vage f i r ms t o t r anspor t  

damaged f ood pr oduct s t o t hei r  sal vage f aci l i t i es out  of  st at e.  We 

do al l ow such movement  but  onl y under  cont r ol l ed condi t i ons.  I f  you 

ar e appr oached wi t h such a pr oposal  you shoul d cont act  t he of f i ce 

and we wi l l  det er mi ne what  t hey want  t o shi p,  how t hey i nt end t o do 

i t ,  wher e i t  wi l l  go and when.  Usual l y we do not  al l ow t he shi pment  

of  obvi ousl y unsal vageabl e mer chandi se.  Once we det er mi ne t hi s 

i nf or mat i on,  we wi l l  cont act  st at e aut hor i t i es i n t he st at e of  

dest i nat i on and r ecei ve assur ances f r om t hem t hat  t hey ar e wi l l i ng 

t o r ecei ve t he mer chandi se and t hat  t hey wi l l  have f ood saf et y 

speci al i st s pr esent  t o meet  t he mer chandi se and super vi se i t  

r econdi t i oni ng.  

Fi nal l y,  bef or e t he pr oduct s ar e shi pped,  we obt ai n an 

i nvent or y,  seal  t he t r uck wi t h number ed met al  box car  seal s,  obt ai n 

t he name of  t he car r i er ,  t he l i cense number  of  t he t r ai l er  and 

r epor t  al l  t hi s t o t he out  of  st at e aut hor i t i es.  
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 Oper at i on Of  St at e Owned Aut omobi l e 

I .  GENERAL OPERATI ON 

A.  Assi gnment  of  Aut omobi l e 

a.  The aut omobi l e i s assi gned t o you f or  t he pur pose of  

per f or mi ng your  r egul ar  dut i es and speci al  

assi gnment s i n your  assi gned t er r i t or y and ot her  

poi nt s i n Vi r gi ni a.  

b.  The use of  st at e owned aut omobi l e f or  pur poses ot her  

t han t hose speci f i ed above shal l  be onl y wi t h t he 

consent  of  your  i mmedi at e super vi sor .  

B.  Mai nt enance and Ser vi ce of  Aut omobi l e  

a.  Al l  aut omobi l es shal l  be ser vi ced at  St at e 

Depar t ment  of  Tr anspor t at i on shops.  Thi s shal l  

i ncl ude gasol i ne,  oi l ,  l ubr i cat i on,  and washi ng.  

b.  Al l  mai nt enance and r epai r  wor k shal l  be per f or med 

at  St at e Depar t ment  of  Tr anspor t at i on Shops.  Thi s 

shal l  i ncl ude mi nor  and maj or  r epai r s.  

c.  I n case of  emer gency,  when i t  i s  i mpr act i cal  t o 

r each a St at e Shop,  cour t esy car ds,  whi ch have been 

suppl i ed may be used.  

C.  Mont hl y Mi l eage Repor t s 

a.  Al l  oper at or s of  St at e owned aut omobi l es ar e 

r equi r ed t o submi t  a mi l eage r epor t  on f or ms 

f ur ni shed f or  t hi s pur pose t o t he Depar t ment .  Thi s 

r epor t  shoul d be submi t t ed t o t he of f i ce at  t he end 

of  each mont h ( must  be i n Ri chmond by t he 5 t h day of  

t he f ol l owi ng mont h) .  Al l  bi l l s  and st at ement s 

r el at i ve t o pur chases must  be at t ached t o t he 

r epor t .  

 b.  I nst r uct i ons f or  compl et i ng mi l eage r epor t s ar e 

st at ed on t he f or m.  A r ef er ence copy i s pr ovi ded f or  
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you.  

D.  Acci dent s 

a.  When an acci dent  occur s,  t he dr i ver  of  a St at e owned 

aut omobi l e must  f i l e a compl et e and compr ehensi ve 

r epor t  whi ch wi l l  be r evi ewed by t he Saf et y 

Commi t t ee set  up by t he Gover nor  of  Vi r gi ni a.  I f  

t hi s Commi t t ee deci des t hat  t he acci dent  r esul t ed 

f r om speedi ng,  car el ess or  r eckl ess dr i v i ng,  or  any 

ot her  f aul t  of  t he dr i ver ,  t hen t he Depar t ment  wi l l  

be hel d l i abl e f or  r epai r s and ot her  damages,  and 

t he dr i ver  wi l l  be subj ect  t o penal t y.  

 b.  When an acci dent  occur s,  t he oper at or  of  a St at e 

vehi c l e shal l  pr ompt l y not i f y a St at e t r ooper  and 

r equest  t hei r  cooper at i on i n i nvest i gat i ng and 

maki ng a r epor t  on t he cause of  t he acci dent .  Thi s 

of f i ce shal l  be not i f i ed pr ompt l y when an acci dent  

occur s and t he oper at or  shoul d f i l l  out  t he 

necessar y i nsur ance f or ms and mai l  such f or ms t o t he 

of f i ce i mmedi at el y .  

c.  Each oper at or  of  a St at e vehi c l e shoul d t hor oughl y 

acquai nt  hi msel f  wi t h i nst r uct i ons per t ai ni ng t o t he 

oper at i on of  such vehi c l es and t he pr ocedur e f or  

r epor t i ng acci dent s.  These i nst r uct i ons ar e pl aced 

i n each vehi c l e as wel l  as f or ms f or  r epor t i ng 

acci dent s.   

d.  Saf et y f i r st  -  i t  pays!  Make i t  a poi nt  t o dr i ve 

car ef ul l y and obser ve al l  t r af f i c  l aws.  

E.  Appear ance of  St at e Owned Aut omobi l e  

a.  I t  i s  essent i al  t hat  we exer ci se pr oper  car e t o keep 

t he aut omobi l e we oper at e c l ean and neat  at  al l  

t i mes.   
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b.  A c l ean aut omobi l e r ef l ect s good j udgement  and adds 

t o t he conf i dence ot her  peopl e have i n us.  We 

r eal i ze t hat  at  t i me weat her  condi t i ons make i t  

qui t e i mpossi bl e t o keep your  car  c l ean,  but  t her e 

i s need f or  r eal i zat i on of  t he i mpor t ance of  t hi s 

mat t er .  
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 Gener al  Ref er ence On Food Rel at ed Pest s 

One of  t he maj or  component s of  our  wor k i s t he det ect i on of  

f ood r el at ed pest s i n t he est abl i shment s we i nspect .  Such f i ndi ngs 

ar e i ndi cat i ve of  i nsani t ar y condi t i ons and ar e ver y i mpor t ant  i n 

suppor t i ng char ges agai nst  a v i ol at i ng f i r m.  

I n or der  t o r ecogni ze and i nvest i gat e f ood pest  pr obl ems,  some 

backgr ound i nf or mat i on concer ni ng l i f e hi st or y,  habi t s and 

descr i pt i on of  t he mor e common pest s i s necessar y.  The f ol l owi ng 

pages pr ovi de such i nf or mat i on and ar e t o be used i n conj unct i on 

wi t h your  on t he j ob t r ai ni ng.  

 


